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DISCLAIMER  STATEMENT 


The  Office  of  Public  Instruction  notes  that  statutory  language  cited  in  this 
publication  is  not  in  compliance  with  federal  or  applicable  statutes  of  Montana. 
Where  statutes  are  reproduced,  actual  language  is  replicated  whether  it  is 
appropriate  or  not. 
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PREFACE 


The  State  Superintendent  of  Public  Instruction  is  defined  in  Montana  law  as  the 
governing  agent  and  executive  officer  for  vocational  education  in  the  state.  As 
such,  the  Superintendent  has  the  general  and  specific  responsibility  for  the 
supervision  of  the  secondary  vocational  education  offerings  of  the  public  school 
system  of  the  state  of  Montana  and  the  vocational-technical  centers.  The  Super- 
intendent has  the  power  to  make  rules  and  regulations  for  the  governance  of  all 
schools  and  offices  under  statutory  jurisdiction.  This  manual  sets  forth  the 
policies  of  the  Superintendent  for  governance  of  the  five  postsecondary  voca- 
tional-technical education  centers.  They  are  not  intended  to  be  rigid  and 
difficult  to  alter  nor  are  they  to  be  inflexible  in  light  of  the  changing  condi- 
tions within  Montana  and  within  these  centers.  Rather,  they  intend  to  establish 
guidelines  for  efficient  and  effective  vocational  education  administration  and 
quality  vocational  education  for  the  students  and  citizens  of  Montana. 

A  policy  is  a  statement  expressing  the  Superintendent's  intention  on  a  given 
subject.  It  is  a  general  guide  designed  to  convey  the  direction  in  which  the 
Superintendent  desires  to  move,  providing  a  framework  within  which  specific 
procedural  decisions  can  be  made. 

Policies  may  be  suggested  to  the  Superintendent  through  the  Assistant  Superin- 
tendent for  Vocational  Education  Services  and  from  a  variety  of  sources:  Each 
center  has  the  prerogative  of  suggesting  policies  at  each  center  directors' 
meeting;  the  staff  of  the  Superintendent  of  Public  Instruction  continually  re- 
views policy  and  makes  suggestions  for  new  policies  and/or  alterations  of  old 
policies;  district  or  county  superintendents  may  make  suggestions  of  policy 
introductions  or  changes  based  on  new  information  or  events  occurring  in  Mon- 
tana; and  the  State  Council  on  Vocational  Education  may  suggest  policies  for 
implementation. 

The  planning  and  development  of  this  manual  is  the  result  of  meetings  with  the 
Superintendent  and  staff  and  the  directors  and  staff  of  the  five  postsecondary 
vocational-technical  centers  in  addition  to  district  superintendents. 
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PHILOSOPHY 


It  is  the  philosophy  of  the  Montana  State  Superintendent  of  Public  Instruction 
that  vocational-technical  education  and  prevocational  education  opportunities 
shall  be  provided  to  persons  who  desire  and  can  benefit  from  vocational  educa- 
tion opportunities  irrespective  of  race,  color,  religion,  creed,  political 
ideas,  sex,  age,  marital  status,  physical  or  mental  handicap  or  national  origin. 
Vocational  education  courses  and  programs  conducted  shall  encourage  the  full 
development  of  the  interests,  aptitudes,  skills  and  capacities  of  all  persons  in 
the  preparation  for  paid  and  unpaid  occupational  opportunities  that  require  less 
than  a  baccalaureate  or  advanced  degree,  and  inclusive  of  the  training  and 
retraining  of  adults. 

It  shall  further  be  the  philosophy  of  the  Montana  State  Superintendent  to  adopt 
and  administer  policies  to  effect  the  orderly  development  of  a  system  of  voca- 
tional education  that  is  adaptable  to  changing  needs,  controlled  to  prevent 
unnecessary  duplication,  coordinated  with  applicable  federal  guidelines  and 
requirements  for  vocational  education  and  funded  to  ensure  growth  and  quality 
programming. 
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THE  SCOPE  OF  VOCATIONAL  EDUCATION 


Vocational  education  in  Montana  shall  provide  for  a  broad  range  of  possible  pro- 
grams, services  and  activities  extending  from  the  secondary  school  through  the 
postsecondary  vocational-technical  centers,  community  colleges,  units  of  the 
Montana  University  System  and  within  continuing  adult  vocational  education. 

Programs  shall  range  from  exploratory,  prevocational ,  vocational  and  counseling 
in  nature  at  the  secondary  level  through  programs  designed  to  train  or  retrain 
semi-skilled,  skilled  and  technical  workers  for  job  entry  and  gainful  employment 
at  the  postsecondary  level  in  addition  to  programs  designed  to  train  teachers  of 
vocational  education  programs  offered  in  the  university  system. 

Vocational  education  programs  may  also  be  offered  in  the  private  sector  or  by 
and  between  agencies  of  the  state  through  contractual  arrangements  under  the 
auspices  of  the  sole  state  agent. 
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ROLE  AND  FUNCTION  OF  MONTANA 
INSTITUTIONS  IN  VOCATIONAL  EDUCATION 


The  secondary  schools  should  have  the  primary  role  and  function  of  offering 
career  exploratory,  prevocational ,  and  vocational  course  work  and  guidance 
that  may  lead  to  entry-level  employment  at  the  conclusion  of  high  school  or 
provide  the  necessary  background  for  entry  into  advanced  programs  at  post- 
secondary  institutions  or  agencies. 

The  postsecondary  vocational-technical  centers  should  have  the  primary 
function  of  offering  educational  and  training  programs  necessary  for  the 
semi-skilled,  skilled,  and  technical  trainees  to  advance  to  apprenticeship 
programs,  job  entry  or  re-entry  or  other  types  of  gainful  employment.  Any 
vocational  program  should  be  conducted  with  the  express  authorization  of 
the  State  Superintendent  of  Public  Instruction  as  the  state  governing 
agency. 

The  community  college  should  have  the  primary  function  of  offering  course 
work  that  leads  to  certificate  and/or  the  associate  degree  or  a  variety  of 
sub-professional  job  entry  skills  with  the  express  authorization  of  the 
state  governing  agency. 

The  college  and  university  units  should  have  the  primary  function  of  offer- 
ing programs  that  lead  to  the  baccalaureate  and/or  higher  degree  in  the 
training  of  teachers,  counselors,  directors,  etc.  for  vocational  education. 
Programs  in  associate  degree  and  sub-professional  areas  should  be  limited 
to  these  expressly  authorized  by  the  state  governing  agency. 

Continuing  adult  vocational  education  is  a  function  primarily  associated 
with  the  secondary  schools  but  should  be  provided  by  all  levels  of  educa- 
tion. 

Adult  basic  education  is  a  function  of  all  educational  units  which  need  to 
address  the  attainment  of  a  minimum  high  school  level  education  for  rural 
as  well  as  urban  adult  populations  in  preparation  for  meaningful  employ- 
ment . 
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POLICY  ANNOUNCEMENT  81-1 

December  3,  1981 
Revised:   1/24/84 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


VOCATIONAL-TECHNICAL  CENTER  CALENDAR 

Each  center  shall  meet  the  minimum  of  178  teaching  days  and  185  contract 
days  or  equivalent.  Local  districts  may  opt  for  additional  days  as 
approved  by  the  State  Superintendent. 

The  beginning  and  ending  dates  of  quarters  shall  be  defined  by  the  local 
district  and  each  district/center  shall  notify  the  Office  of  Public 
Instruction  of  the  established  dates  no  later  than  the  month  of  March 
preceding  the  start  of  the  Fall  Quarter. 

Daily  contact  hours  shall  be  established  at  six  (6)  hours  of  instruc- 
tion; however,  the  school  day  may  be  reduced  by  one  (1)  hour  if  the 
total  number  of  hours  in  the  school  week  is  not  less  than  thirty  (30) 
hours.  Waiver  of  30  instructional  hours  may  be  applied  for  under  un- 
usual circumstances  with  the  express  approval  of  the  State  Superinten- 
dent. 

Holidays  shall  not  be  counted  as  a  portion  of  the  contract  days. 

Contact  hours  are  those  hours  of  student  contact  inclusive  of  non- 
classroom  activities  such  as  registration,  conferences,  student  advise- 
ment or  similar  work  involving  students  as  participants  in  classes  and 
programs  offered  at  the  Centers. 
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POLICY  ANNOUNCEMENT  81-2 

December  23,  1983 
Revised:  February  7,  1983 
Revised:  January  24,  1984 
Revised:  November  11,  1985 

for  effective  date  5/31/86 
Revised:  December   1986 
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OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


RESIDENT  VOCATIONAL-TECHNICAL  CENTER  TUITION 


The  Montana  resident  tuition  for  a  full-time  student  attending  a  state 
vocational-technical   center   system  school  shall  be  established  at: 

$198  per  quarter  school  year  1986-87 

$225  per  quarter  school  year  1987-88 

$235  per  quarter  school  year  1988-89 

Tuition  may  be  prorated  for  less  than  full-time  attendance  utilizing  the 
following  schedule: 

25  percent  of  tuition 

50  percent  of  tuition 

75  percent  of  tuition 

100  percent  of  tuition 

Primary  Operations  Funding 

Minimum  tuition  for  short  courses,  seminars  and  community  service  train- 
ing sessions  less  than  60  hours  may  be  prorated  on  an  hourly  basis 
according  to  the  schedule  noted  below: 


1 

-  60 

hours 

61 

-  120 

hours 

121 

-  180 

hours 

181 

-  360 

hours 

Hours 

Tuition  * 

1  -  15 

$18.00 

16  -  31 

20.00 

32  -  47 

22.00 

48  -  60 

24.00 

Rounded  to  the  nearest 

dollar. 

Special  provisions  applicable  in  use  of  the  above  table  include: 

1.  Approval  of  the  short-term  offering  issued  from  the  Superin- 
tendent. 

2.  Separate  student  reporting  on  Addendum  Reports. 

3.  Instructional  hours  for  student  FTE  calculations  to  be  as- 
signed to  a  program  area  offered  by  the  center. 

4.  Additional  fees  charged  for  supplies,  materials  or  equipment 
use  must  be  approved. 

5.  Receipts  must  be  recorded  as  tuition  and  fees  revenue  in  ap- 
plicable SBAS  accounts. 


< 


^ 
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POLICY  ANNOUNCEMENT  81-3 

December  23,  1981 

Revised:  February  7,  1983 

Revised:  December  30,  1984 

Revised:  November  1,  1985 

Revised:  December  4,  1985 

Revised:  March  5,  1986 

Revised:  December  1986 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


NON-RESIDENT  VOCATIONAL-TECHNICAL  CENTER  TUITION 


Non-residents  of  the  state  of  Montana  attending  as  full-time  students  at 
a  state  vocational-technical  center  system  school  shall  pay  a  tuition  of: 

$250  per  quarter  school  year  1986-87 
$275  per  quarter  school  year  1987-88 
$285  per  quarter  school  year  1988-89 

Tuition  may  be  prorated  for  non-residents  attending  less  than  full  time 
in  accordance  with  the  following  schedule: 


1 

-  60 

hours 

61 

-  120 

hours 

21 

-  180 

hours 

81 

-  360 

hours 

25  percent  of  tuition 

50  percent  of  tuition 

75  percent  of  tuition 

100  percent  of  tuition 
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POLICY  ANNOUNCEMENT  82-4 

April  9,  1982 

Revised:  February  7,  1983 

Revised:  December  30,  1983 

Revised:  November  1,  1985 

Revised:  December   1986 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


TUITION  CHARGES  FOR  ELECTIVE  COURSES 


The  intended  purpose  is  to  define  the  parameters  of  a  major  program  for 
which  instruction  is  provided  and  to  enhance  the  opportunity  for  student 
selection  of  optional  elective  offerings  outside  of  their  declared 
program  choice. 

The  basic  tuition  per  quarter  shall  be  considered  to  support  the  course 
offerings  within  a  program  of  the  student's  choice  up  to  and  including 
30  instructional  hours  per  week. 

Students  desiring  to  enrich  their  educational  experience  while  enrolled 
at  a  vocational-technical  center  may  elect  to  take  course  work  in  other 
major  program  areas  providing  a  pro  rata  tuition  charge  is  paid. 

For  purposes  of  clarity,  centers  may  use  the  following  table  of  tuition  A 
charges  : 

Instructional  Hours  Tuition  Schedule/Qtr. 

25  percent  of  tuition 
50  percent  of  tuition 
75  percent  of  tuition 
100  percent  of  tuition 
Tull  tuition  plus  25  percent 
Full  tuition  plus  50  percent 
Full  tuition  plus  75  percent 


1 

-  60 

61 

-  120 

121 

-  180 

181 

-  360 

Full-Time 

361 

-  420 

Elective 

421 

-  480 

481 

-  above 
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POLICY  ANNOUNCEMENT  82-5 

April  1982 

Revised:  January  24,  1984 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


CENTER  EVALUATION 


It  is  the  policy  of  the  Superintendent  of  Public  Instruction  that  eval- 
uations will  be  conducted  at  the  vocational-technical  centers  on  a 
three-year  cycle. 

Content  of  the  evaluation  shall  be  prescribed  by  the  Superintendent  in 
concert  with  state  and  federal  rules,  regulations  and  laws. 


Effective  date--August  1982 
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PA  82-5 


AN  EVALUATION  FOR  VOCATIONAL  EDUCATION  PROGRAMS  ' 

INTRODUCTION 

PART  I 

Vocational  education  is  an  organized  program  concerned  with  providing  educa- 
tion and  training  opportunities  compatible  with  employment  needs  to  men  and 
women  entering  the  employment  community.  Vocational  education  also  serves 
students  who  wish  to  explore  and  learn  new  skills  for  useful  and  gainful  em- 
ployment and  persons  who  seek  to  upgrade  their  occupational  competencies. 

The  evaluation  instruments  have  been  developed  to  provide  vocational-tech- 
nical centers  a  means  of  determining  the  status  and  needs  of  their  vocational 
education  programs,  and  are  designed  to  help  accomplish  the  following  objec- 
tives : 

1.  Identification  of  the  strengths  which  may  be  used  as  a  basis  for 
continued  growth  and  development. 

2.  The  formulation  of  plans  for  improvement,  development  and  expan- 
sion. 

3.  Identification  of  those  parts  of  the  program  that  warrant  specific 
attention. 

Key  elements  important  for  all  vocational  education  programs  are:  ^ 

I 

1.  Written  Local  Policy  Statement:  The  development  of  a  written  local 
policy  statement  to  provide  management  direction  for  vocational  educa- 
tion is  a  requisite  to  consistency  in  program  operation.  A  comprehen- 
sive, well-written  local  policy  statement  provides  the  professional 
staff  with  a  set  of  guidelines  which  are  to  be  followed  in  the  operation 
of  the  program  and  indicates  clearly  who  is  responsible  for  what. 

2.  Administration/ Supervision:  The  primary  responsibility  of  administra- 
tion is  to  the  educational  program.  Every  condition  of  management  and 
organization  is  worthwhile  to  the  extent  that  it  is  beneficial  to  teach- 
ing and  learning.  Coordinating  instruction,  activities  and  services 
into  an  effective  educational  program  requires  talented  and  forward 
looking  leadership. 

3.  Guidance  &  Counseling:  The  guidance  counselor  must  work  cooperatively 
with  vocational  education  teachers  to  assist  female  and  male  students  in 
their  development  of  self-understanding,  career  planning  and  selection 
of  courses  to  meet  educational  goals.  The  use  of  up-to-date  occupation- 
al information  as  it  relates  to  business  and  industry,  placement  and 
follow-up  of  graduates,  and  job  market  surveys  are  also  important  ele- 
ments of  a  good  vocational  guidance  program. 

4.  Advisory  Committee:  A  functional  community  advisory  committee  can 
greatly  facilitate  the  effective  operation  of  a  vocational  education 
program.   Some  of  the  functions  performed  by  a  local  advisory  committee  4| 
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include:  (1)  assisting  with  community  surveys,  (2)  publicizing  the 
program,  (3)  assisting  in  development  of  curriculum,  (4)  assisting  in 
evaluation  and  (5)  locating  training  stations.  It  is  very  important 
that  the  committee  is  only  advisory  in  character.  It  has  no  adminis- 
trative or  policy-forming  power,  but  recommendations  or  views  should  be 
consi  dered . 

Personnel :  Successful  teachers  have  several  characteristics  in  common. 
The  successful  teacher  is  a  good  administrator  and  schedules  activities, 
keeps  records,  works  with  student  organizations,  as  well  as  carries  on 
other  administrative  duties  expected.  The  key  to  an  outstanding  voca- 
tional program  is  the  teacher.  To  be  successful,  he/she  must  have  a 
broad  educational  and  occupational  experience  background. 

Curriculum/ Inst  ruction :  Curriculum  functions  through  learning  experi- 
ences and  instructional  materials  from  various  fields  of  knowledge.  At- 
tempts are  made  to  provide  learning  experiences  that  meet  not  only  the 
general  needs  but  also  the  specialized  needs  of  students.  Continuous 
curriculum  evaluation  is  needed  to  determine  the  degree  to  which  in- 
structional objectives  are  being  achieved.  To  ensure  that  the  voca- 
tional education  program  is  meeting  the  needs  of  the  students  and  com- 
munity it  serves,  it  is  important  that  an  ongoing  program  of  development 
takes  place.  Conducting  community  surveys,  informing  parents  and  stu- 
dents about  the  program  and  recruitment  of  students  are  all  important 
elements  in  this  phase  of  the  program.  The  curriculum  for  vocational 
education  programs  must  reflect  competencies  reflected  in  the  world  of 
work . 

Facilities:  The  safety,  health  and  psychological  well-being  of  the 
students  and  teachers  should  not  be  hindered  by  the  facility.  Voca- 
tional education  facilities  should  be  designed  and  equipped  to  facili- 
tate the  teaching  and  practice  of  occupationally  relevant  capabilities 
and  competencies.  Classrooms  should  contain  laboratory  stations  which 
provide  the  student  similar  experiences  as  would  be  encountered  in  the 
industry. 

Eqinjpment:  Vocational  education  classrooms  should  be  designed  and 
equipped  to  facilitate  the  teaching  and  practices  of  relevant  capa- 
bilities and  competencies.  Classrooms  should  have  movable  tables  and 
chairs,  storage  space,  and  adequate  space  for  storing  and  displaying 
reference  books  and  periodicals.  The  equipment  utilized  in  a  vocational 
program  should  exhibit  several  characteristics  for  a  totally  successful 
program.  While  the  quantity,  availability  and  safety  of  equipment  are 
important  criteria,  it  must  be  emphasized  that  equipment  found  in  the 
training  situation  should  be  comparable  to  that  found  in  a  real  work 
situation. 

Materia  Is/Supplies /Resources:  Instructional  activities  are  planned  to 
develop  knowledge  and  understanding,  ideals,  habits  and  skills  that  are 
appropriate  to  a  full  life.  Sound  teaching  techniques  are  developed  in 
relation  to  established  theories  of  learning,  new  media,  and  recent 
research.  The  ability  to  carry  out  the  objective  of  the  program  is  in 
large  part  dependent  upon  the  availability  and  adequacy  of  material 
resources . 
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10.  Student  Organizations:  The  use  of  student  organizations  as  a  related 
part  of  the  vocational  education  curriculum  has  proven  beneficial  over 
the  past  several  decades.  Student  organizations  have  given  many  people 
a  realistic  opportunity  to  develop  leadership  abilities  and  to  prepare 
for  several  kinds  of  specific  career  requirements. 

11.  Program  Evaluation:  Continuous  evaluation  is  essential  to  maintaining 
and  improving  programs  of  vocational  education.  While  the  program  is 
continuously  being  evaluated  informally  by  students,  parents,  employers 
and  center  personnel,  a  better  planned  approach  provides  a  more  valid 
basis  for  change.  Outside  evaluation  groups  should  be  utilized  in 
program  evaluation.  Students,  parents,  center  administrators,  advisory 
committee  members,  state  department  personnel  and  faculty  members  all 
provide  excellent  sources  of  personnel  to  be  used  in  evaluation. 

12.  Student  Evaluation:  Student  progress  in  acquiring  capabilities  and  com- 
petencies is  the  basis  for  evaluation  in  vocational  education.  Evalua- 
tion is  a  measure  of  the  degree  to  which  the  student  has  achieved  the 
objectives  of  the  training  and  instruction.  The  purpose  of  Lhe  evalua- 
tion is  to  determine  the  level  of  competency  achieved  in  the  program,  to 
verify  that  the  learning  experiences  were  effective  in  developing  capa- 
bilities and  competencies,  and  to  identify  areas  of  strengths  and  weak- 
nesses in  order  to  plan  further  instruction. 

13.  Public  Relations:  Good  public  relations  in  vocational  education  is  more 
than  acquiring  the  good  will  of  the  public  toward  the  program.  The  pur- 
poses, objectives,  policies,  procedures  and  other  information  about 
vocational  education  should  be  communicated  to  a  variety  of  specific 
audiences  through  various  media.  Even  though  vocational  education  is 
not  a  new  idea,  the  basic  tenets  often  are  not  understood  by  individuals 
who  are  involved  in  it  in  some  way,  or  by  those  who  would  like  to  parti- 
cipate. A  program  of  planned  publicity  and  public  information  is  essen- 
tial to  establishing  and  maintaining  a  good  vocational  education  program. 

14.  Placement/Follow-Up :  Placement  and  follow-up  activities  by  the  center 
personnel  should  provide  both  a  means  *o  assess  the  success  or  short- 
falls of  a  program  and  identify  needed  changes  within  the  program.  Such 
appraisals  can  provide  continual  data  from  former  students  and  a  basis 
for  evaluation  of  the  program  and  curriculum. 

15.  Sex  Equity:  One  of  the  priorities  of  the  Carl  D.  Perkins  Vocational 
Education  Act,  Public  Law  98-524,  is  the  elimination  of  sex  bias  and  sex 
role  stereotyping  in  vocational  education.  States  seeking  funding  under 
the  Act  are  required  to  (1)  review  all  vocational  education  programs  in 
the  state  for  sex  bias,  (2)  assist  local  education  agencies  in  the  state 
in  improving  vocational  education  opportunities  for  women,  (3)  assure 
equal  access  to  vocational  education  programs  by  both  men  and  women. 
The  elimination  of  sex  bias  and  sex  role  stereotyping  in  vocational 
education  is  important  to  both  sexes.  It  means  the  freedom  of  career 
choice,  the  opportunity  for  equal  education,  equal  employment  in  busi- 
ness, industry  and  labor,  a  full  and  satisfying  life,  and  the  develop- 
ment of  full  human  potential  for  all  students. 


I 
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PA  82-5 


MONTANA  VOCATIONAL-TECHNICAL 

EDUCATION  SYSTEM  MODEL 

FOR  EVALUATION 


Evaluation  of  center  offerings  and  services 

Introduction:  Each  center  will  evaluate  its  educational  offerings  in  coop- 
eration with  the  Office  of  Public  Instruction,  Department  of  Vocational  Edu- 
cation Services,  on  an  annual  and  three-year  cycle.  Centers  will  utilize  a 
uniform  reporting  procedure  that  will  address  a  program  offering  and  related 
services  in  total. 

Key  Elements  of  Evaluation 

Policy  Announcement  PA  82-5  outlines  the  key  elements  to  be  evaluated. 

Rationale:  Decision  making  can  be  improved  by  gathering  and  analyzing  rele- 
vant data.  Resource  allocations  will  be  enhanced  and  planning  for  future 
changes  will  be  affected  by  evaluating  current  educational  programs  and  ser- 
vices . 

Procedures :   Approved  postsecondary  program  offerings. 

The  Center  Director  shall  designate  the  Assistant  Center  Director  as  the 
person  responsible  to  coordinate  and  conduct  the  annual  postsecondary 
program  evaluations.  All  reports  within  the  program  evaluation  process 
will  be  routed  through  the  Center  Director.  Upon  approval,  one  copy 
will  be  sent  to  the  State  Superintendent  of  Public  Instruction. 

State  Role--Since  the  state  system  utilizes  five  centers  as  the  delivery 
mechanism  for  postsecondary  education,  the  state  program  area  special- 
ists have  been  designated  by  the  Assistant  State  Superintendent  for 
Vocational-Technical  Education  Services  as  liaison  persons  to  act  as 
expeditors  of  the  process  and  to  ensure  that  a  uniform  and  meaningful 
evaluation  will  take  place. 

Procedure—Annual  Review 

On  an  annual  basis,  all  program  offerings  within  a  department"*  will  be 
statistically  involved  utilizing  comparative  data  sheets. 


'"For  purposes  of  definition,  department  programs  will  be  categorized  as 
Agriculture,  Business  and  Office,  Distributive,  Health,  Home  Economics, 
Technical-Trades  and  Industry  and  General/Related. 
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The  Assistant  Center  Director,  in  conjunction  with  instructors  and  advisory 
committee  members,  should  complete  the  self  review  and  submit  an  approved 
copy  to  the  Center  Director.  Upon  approval  of  the  Director,  a  copy  will  be 
sent  to  the  State  Superintendent. 

Assistance  in  completing  the  Annual  Program  Review  will  be  provided  by: 


Mr.  Leonard  Lombardi 

Ms.  Marion  Reed 

Mr.  Roger  Swearengen 

Ms.  Mary  E.  McAulay 

Mr.  Jeff  Wulf 

Mr.  Robert  Ruthemeyer 


Agriculture 
Business  and  Office 
Marketing/JTPA 
Home  Economics 
Technical  and  Trades 
Occupational  Outlook 


Three-Year  Evaluation—Every  three  years,  the  center  program  offerings  will 
be  reviewed  by  a  team  of  specialists  and/or  consultants  comprised  of  em- 
ployers, teacher  educators  and  professional  staff  members  from  centers  offer- 
ing corresponding  programs  and  services  within  the  state  system. 

The  evaluation  visitation  will  focus  upon  data  provided  by  the  Annual  Reviews 
in  addition  to  employer  and  employee  follow-up  information  provided  through 
the  State/Center  Management  Information  System. 

Recommendations  and  commendations  will  be  addressed  to  the  appropriate  dis- 
trict and  center  personnel  for  review  and  response. 

A  final  draft  will  be  sent  to  the  district  superintendent  for  review,  comment 
and  correctve  action  necessary. 
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POLICY  ANNOUNCEMENT  82-6 

Revised:  October  1,  1983 

Revised:  January  24,  1984 

Revised:  January  31,  1984 

Revised:  December   1986 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


APPLICATION  FEE 

Application  Fee--A  ten  dollar  fee  is  collected  upon  application  of  a 
student  at  a  vocational-technical  center  for  the  purpose  of  establishing 
a  student  file  for  each  such  student.  The  fee  shall  be  collected  only 
once  for  the  duration  of  the  student  enrollment  at  each  center.  The 
application  fee  shall  not  be  considered  as  any  portion  of  tuition  nor  is 
it  refundable. 

It  is  the  policy  that  the  "applicants"  shall  receive  communication  from 
the  institution  as  necessary  to  keep  them  informed  of  the  status  of 
their  applications. 

No  guarantees  shall  be  implied  in  the  application  process  except  that 
Montana  residents  shall  be  accepted  on  a  first  come,  first  served  basis. 

Fees  received  shall  be  recorded  on  SBAS  and  shall  not  be  subject  to 
hudget  limitations  and  shall  be  in  addition  to  budgets  approved  by  the 
Superintendent  of  Public  Instruction. 

Application  fees  for  students  enrolled  in  short  courses,  seminars  and 
community  service  training  sessions  less  than  60  hours  may  be  waived 
where  enrollees  do  not  wish  to  have  a  permanent  record  maintained  in  the 
center  files. 

Application  fee  revenues  shall  be  expended  in  direct  or  related  support 
within  the  student  services  division  of  each  center.  Acceptable  expen- 
diture items  include: 

a.  Supplies  and  materials  for  student  services/records 

b.  Postage  expense 

c.  Printing 

d.  Equipment 

e.  Furniture 

f.  Data  processing  hardware 

g.  Contracted  services  directly  related 

h.    Other  upon  approval  of  the  State  Superintendent  or  designee 

Effective  date--May  31,  1984. 

Duration  of  the  student  enrollment  at  a  center  shall  not  exceed  a  five-year 
time  period.   Thereafter,  a  new  application  fee  may  be  charged. 
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POLICY  ANNOUNCEMENT  82-7 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


LATE  REGISTRATION  FEE 


< 


Late  Registration  Fee--A  permissive  fee  of  five  dollars  may  be  levied 
upon  late  registrants  as  determined  by  each  center.  An  appropriate 
registration  duration  shall  be  defined  by  each  center  to  afford  students 
a  reasonable  opportunity  to  enroll. 

Fees  collected  for  late  registration  shall  be  deposited  in  a  SBAS  ac- 
count along  with  application  fees.  Late  registration  fees  collected 
shall  be  in  addition  to  budgets  approved  by  the  State  Superintendent. 
Applicable  laws  under  20-7-331  shall  be  adhered  to. 
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POLICY   ANNOUNCEMENT   82- 
Revised:  December  1986 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


TUITION  REFUND  POLICY 


The  purpose  of  this  announcement  is  to  establish  a  consistent  refund 
policy  at  the  vocational -technical  centers.  The  policy  specifically 
addresses  a  three-quarter  program  for  illustration  purposes  only  and  is 
intended  to  be  universally  applied  to  all  programs  wherein  tuition  is 
charged.  Pro  rata  applications  may  be  applied  for  programs  less  than 
illustrated  using  the  specific  time  guidelines.  For  example,  referring 
to  P. A.  82-4,  if  an  instructional  offering  falls  within  the  1  to  60 
hours  of  instruction,  the  100  percent,  50  percent  and  25  percent  refund 
shall  be  utilized. 

In  the  event  a  center  cancels  an  instructional  offering,  a  full  refund 
of  tuition  for  the  planned  offering  shall  apply.  No  implied  contract 
is  intended  relative  to  course  offerings  within  center  catalogs. 

1.  The  following  tuition  refund  schedule  shall  apply: 

Withdrawal  before  class  attendance—refund  100% 
During  first  week  of  class  —  refund  75% 
During  second  week  of  class  — refund  50% 
During  third  week  of  class  — refund  25% 
After  third  week  of  class— no  refund 

2.  The  ahove  tuition  refund  schedule  will  apply  only  if  the  student 
withdraws  from  the  vocational-technical  center  in  the  approved 
manner . 

Effective  date:   December  1986. 

Subject  to  revision  as  tuition  increases  or  decreases. 


* 


-13- 


POLICY  ANNOUNCEMENT  82-9 

Revised:  February  1983 
Revised:  December  1986 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


CALCULATION  OF  FULL-TIME  EQUIVALENT  STUDENTS 

Each  center  shall  on  the  twelfth  instructional  day  of  each  quarter  determine 
the  FTE  count  as  follows: 

1.  All  full-time  students  shall  be  counted  using  the  twelfth  day  en- 
rollment. The  hours  of  attendance  for  the  week  in  which  the 
twelfth  day  falls  shall  be  totaled  and  multiplied  by  the  full  and 
fractional  part  of  weeks  within  a  quarter.  The  product  thereof 
shall  be  divided  by  333.3  hours  to  determine  the  total  full-time 
student  FTE. 

2.  All  part-time  students  shall  be  counted  using  the  twelfth  day  en- 
rollment. The  hours  of  attendance  for  the  week  in  which  the 
twelfth  day  falls  shall  be  totaled  and  multiplied  by  the  full  and 
fractional  part  of  weeks  within  a  quarter.  The  product  thereof 
shall  be  divided  by  333.3  hours  to  determine  the  total  part-time 
student  FTE. 

3.  The  sum  total  of  full-  and  part-time  student  FTE  shall  constitute 
the  reported  FTE  to  the  Office  of  Public  Instruction  for  funding 
calculation  purposes  as  determined  by  the  legislature. 

Reporting  Time  Line 

Each  center  will  report  on  Office  of  Public  Instruction  Form  VZ2784  the 
twelfth  day  FTE  count  within  ten  days  following. 

Classes  Starting  After  the  Twelfth  Day  Report  Submission 

Centers  starting  classes  for  part-time  students  after  the  official  report 
date  shall  submit  an  addendum  report  claiming  the  additional  FTE  generated. 
Use  Form  VZ2884  and  submit  to  the  Office  of  Public  Instruction. 

Example:   Adult  courses  which  are  a  part  of  an  approved  program  for 
which  tuition  is  collected. 
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Policy  Announcement  85-10 


OFFICE  OF  PUBLIC  INSTRUCTION 

Department  of  Vocational  Education  Services 


Short-Term  Offerings 

It  is  the  intent  of  the  Superintendent  of  Public  Instruction,  as  the  sole 
agent  for  vocational  education,  to  provide  for  maximum  flexibility  at  the 
local  level  in  response  to  short-term  vocational  education  offerings.  Where 
courses,  as  approved  within  full-time  programs,  are  extended  to  address 
short-term  or  industry  specific  needs,  no  formal  approval  shall  be  required 
excepting  where  federal  funds  are  requested  and  utilized  in  a  project  format. 

When  specific  and/or  additional  efforts  of  a  program  nature  are  substantially 
different  from  one  or  more  elements  of  an  ongoing  approved  program,  approval 
for  such  offering  will  be  required  as  a  new  program  or  course  offering. 
Policy  will  require  the  completion  of  the  appropriate  form  noted  on  pages  1-21 
and/or  1-22. 

The  superintendent  shall  keep  an  inventory  listing  of  newly  requested  and 
approved  programs  and  courses  by  center  and  by  duration  of  the  approval. 
Such  listing  will  be  published  quarterly. 

Effective  January  31,  1986. 
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Policy  Announcement  86-11 


OFFICE  OF  PUBLIC  INSTRUCTION 

DEPARTMENT  OF  VOCATIONAL  EDUCATION  SERVICES 


PLACEMENT/EMPLOYER  FOLLOW  UP 


Center  Directors  shall  designate  placement  and  employer  follow-up  responsi- 
bilities at  each  center. 

Placement  information  reports  shall  be  issued  to  the  Office  of  Public  In- 
struction, Department  of  Vocational  Education  Services  for  all  program  leaver/ 
completer  students  by  programs  offered  at  the  center. 

Information  shall  specify  the  number  of  students  available  (graduates  or 
leavers  who  have  completed  at  least  80  percent  of  the  program  content), 
the  number  placed  in  Montana  jobs  and  out-of-state  placements,  entry 
wages  or  salary  level  by  sex,  the  number  not  placed,  the  number  not 
available  for  work,  the  number  (by  sex)  continuing  their  education,  the 
number  (by  sex)  entering  military  and  a  remainder  (if  any)  of  unknown 
status . 

Reports  shall  be  completed  on  an  interim  period  that  follows  within  three 
months  after  leaving  or  completing  and  in  concert  with  a  twelve  month  follow 
up  as  may  be  required  by  VEDS  or  IPEDS. 

A  five-year  follow  up  shall  be  conducted  once  each  five  years  starting  with  m 
the  leavers/completers  of  school  year  1986-87. 

Employer  Follow  Up 

Each  center  designee  for  placement  follow  up  shall  conduct  an  employer  survey 
of  not  less  than  50  percent  of  students  in  the  leaver/completer  population. 

The  employer  survey  shall  determine: 

1.  Abilities  and  skills  of  leavers/completers 

a.  Technical  knowledge 

b.  Work  attitude 

c.  Work  quality 

2.  Overall  rating  comparing  leavers/completers  to  other  new  employees 

a.  Better  than 

b.  As  good  as 

c.  Not  as  well  prepared 

3.  Areas  of  preparation  to  change,  increase  or  emphasize 

Employer  follow-up  surveys  shall  be  issued  with  signed  student  permission  to 
contact  their  employers  once  following  not  less  than  six  months  on  the  job 
nor  later  than  one  year  following  placement. 

Summary  reports  referencing  the  student  group  year  shall  be  issued  once  an- 
nually (except  as  may  be  provided  for  in  VEDS  or  IPEDS  requirements)  to  the 
Office  of  Public  Instruction,  Department  of  Vocational  Education  Services.   d 
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SECTION  I 


POSTSECONDARY 

VOC AT I ONAL - TE  CHNI C AL 

CENTER  DESIGNATION 
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POSTSECONDARY  VOCATIONAL-TECHNICAL  CENTER  DESIGNATION 


Montana  law  provides  that: 

"(1)  Postsecondary  vocational-technical  centers  shall  be  designated  by  the 
superintendent  of  public  instruction  only  upon  direction  of  the  legis- 
lature. Applications  for  designation  must  be  made  in  accordance  with 
the  following  procedure: 

(a)  the  trustees  of  any  high  school  district,  of  a  county  high 
school,  of  a  community  college  district,  or  the  governing  board 
of  any  unit  of  the  Montana  university  system  may  submit  an  ap- 
plication for  designation  of  a  postsecondary  vocational-technical 
center  to  be  operated  by  such  trustees  or  governing  board.  The 
application  for  designation  shall  be  submitted  in  accordance  with 
the  time,  data,  and  form  requirements  prescribed  by  the  superin- 
tendent of  public  instruction.  Applicant  high  school  districts, 
county  high  schools,  or  community  college  districts  shall  be 
located  in  a  county  with  a  taxable  valuation  of  at  least  $45 
million . 

(b)  Applications  are  to  be  presented  to  the  superintendent  of  public 
instruction.  The  superintendent  of  public  instruction  shall 
examine  the  application  and  draft  recommendations.  The  applica- 
tion, together  with  all  recommendations,  shall  be  presented  by 
the  superintendent  of  public  instruction  to  the  next  following 
legislature. 

(2)  The  superintendent  of  public  instruction  shall  recognize  the  presently 
designated  postsecondary  vocational-technical  centers  operated  by  the 
respective  board  of  trustees  of  school  district  number  1  of  Silver  Bow 
County,  high  school  district  number  1  of  Lewis  and  Clark  County,  high 
school  district  "A"  of  Cascade  County,  Missoula  County  high  school, 
and  high  school  district  number  2  of  Yellowstone  County." 
(Section  20-7-311,  MCA) 
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GOVERNANCE  AND 
ADMINISTRATIVE  RESPONSIBILITIES 


1-3 


DUTIES  OF  THE  SUPERINTENDENT  OF  PUBLIC  INSTRUCTION 


Montana  law  provides  that: 

"The  superintendent  of  public  instruction  shall  be  the  governing  agent  and 
executive  officer  of  the  state  of  Montana  for  vocational  education.  The  super- 
intendent of  public  instruction  shall  adopt  and  administer  policies  to  effect 
the  orderly  development  of  a  system  of  vocational  education  that  is  adaptable  to 
changing  needs,  controlled  to  prevent  unnecessary  duplication,  coordinated  with 
federal  guidelines  and  requirements  for  vocational  education,  and  funded  to 
ensure  growth  and  quality  programming.  In  order  to  accomplish  the  orderly 
development  of  a  system  of  vocational  education,  the  superintendent  of  public 
instruction  policies  shall  include: 

(1)  a  state  plan  for  such  development; 

(2)  standards  for  vocational  education  courses  and  programs; 

(3)  the  minimum  requirements  for  granting  postsecondary  vocational-technical 
certificates  to  students; 

(4)  a  review  process  for  the  establishment  and  deletion  of  programs; 

(5)  the  necessary  qualifications  that  a  postsecondary  vocational-technical 
center  director  must  possess; 

(6)  instructor  qualifications  for  vocational  education  courses  and  programs; 

(7)  criteria  for  approval  of  vocational  education  courses  and  programs  which 
are  to  receive  financial  assistance; 

(8)  criteria  for  receiving,  reviewing,  and  transmitting  recommendations  on 
postsecondary  vocational-technical  center  operations  and  budget  requests  to 
the  legislature; 

(9)  a  basis  for  apportionment  of  all  moneys  appropriated  by  the  legislature  for 
vocational  education  in  accordance  with  the  intent  of  the  legislature  as 
reflected  in  the  terms  of  the  appropriation; 

(10)  a  basis  for  apportionment  of  all  moneys  received  by  the  state  of  Montana 
for  vocational  education  from  the  federal  government  in  accordance  with  the 
acts  of  congress; 

(11)  a  system  of  evaluation  of  vocational  education  which  allows  for  considera- 
tion of  the  current  and  projected  manpower  needs  and  job  opportunities; 

(12)  the  tuition  and  fees  to  be  charged  at  the  postsecondary  vocational-tech- 
nical centers,  based  upon  legislative  appropriations  available  to  the 
superintendent  of  public  instruction  for  postsecondary  vocational-technical 
centers ; 

(13)  the  allowable  costs  for  rental  of  buildings  for  postsecondary  vocational- 
technical  center  purposes; 

(14)  guidelines  for  the  authority  delegated  by  the  superintendent  of  public  in- 
struction to  the  local  school  district  board  of  trustees  operating  a  post- 
secondary  vocational-technical  center;  and 

(15)  any  other  policy  not  inconsistent  with  public  law  and  which  is  necessary 
for  the  proper  operation  of  a  system  of  vocational  education." 

(Section  20-7-301,  MCA) 
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DUTIES  OF  THE  ASSISTANT  SUPERINTENDENT 

FOR  VOCATIONAL  EDUCATION  SERVICES  (State  Director) 


Montana  law  provides  that: 

"There  is  a  state  director  of  vocational  education  appointed  hy  the  superinten- 
dent of  public  instruction.   He  must: 

(1)  administer  the  vocational  education  policies  adopted  by  the  superintendent 
of  public  instruction; 

(2)  prepare  curriculum  guides  for  superintendent  of  public  instruction  adop- 
tion; 

(3)  employ,  with  the  confirmation  of  the  superintendent  of  public  instruction, 
the  professional  staff  necessary  for  the  state  supervision  and  administra- 
tion of  vocational  education; 

(4)  report  the  status  of  vocational  education  in  the  state  of  Montana  when 
requested  by  the  superintendent  of  public  instruction; 

(5)  keep  all  vocational  education  records  in  his  office; 

(6)  provide  vocational  education  supervisory  and  consultative  assistance  to 
districts ; 

(7)  provide  a  postsecondary  vocational-technical  center  system  policy  and  pro- 
cedural handbook  for  institutional  operations  that  will  standardize  opera- 
tions among  the  centers; 

(8)  identify  and  direct  the  county  treasurer  in  those  counties  where  post- 
secondary  vocational-technical  centers  are  located  to  establish  the  neces- 
sary multifund  structures  for  postsecondary  vocational-technical  center 
financial  operations; 

(9)  meet  with  the  chairman  of  the  board  of  trustees,  district  superintendent, 
and  center  director  of  each  postsecondary  vocational-technical  center  at 
least  twice  each  year  to  discuss  recommended  changes  in  the  superintendent 
of  public  instruction's  policies  and  procedures; 

(10)  formulate  and  put  into  effect  uniform  fiscal,  student,  staff,  and  program 
accounting  systems  for  the  postsecondary  vocational-technical  centers; 

(11)  prepare  any  necessary  reports  for  the  superintendent  of  public  instruction 
or  the  legislature; 

(12)  represent  the  postsecondary  vocational-technical  center  system  to  state 
agencies,  associations,  and  others  when  appropriate; 

(13)  recommend  a  staffing  pattern  for  the  postsecondary  vocational-technical 
centers ; 

(14)  provide  for  the  evaluation  of  programs  and  services  within  each  postsecond- 
ary vocational-technical  center; 

(15)  provide  for  evaluation  of  each  postsecondary  vocational-technical  center's 
ability  to  meet  employment  and  student  vocational-technical  education 
needs ;  and 

(16)  perform  any  other  duty  assigned  by  the  superintendent  of  public  instruc- 
tion." 

(Section  20-7-302.1,  MCA) 
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DISTRICT  AUTHORIZATION  TO  ESTABLISH  AND 

MAINTAIN  VOCATIONAL  EDUCATION  COURSES  AND  PROGRAMS 

Montana  law  provides  that: 

"The  trustees  of  any  district,  community  college  district,  or  unit  of  the  Mon- 
tana university  system  may  establish  and  maintain  a  vocational  education  course 
or  program  that  complies  with  the  vocational  education  standards  adopted  by  the 
superintendent  of  public  instruction.  In  order  for  a  course  or  program  to  be 
eligible  for  state  or  federal  financing,  it  shall  be  approved  by  the  superin- 
tendent of  public  instruction." 
(Section  20-7-303,  MCA) 


ACCEPTANCE  OF  ACTS  OF  CONGRESS 
FOR  VOCATIONAL  EDUCATION 

Montana  Law  provides  that: 

"The  state  of  Montana  hereby  reaffirms  the  acceptance  of  and  assents  to  the 
terms  and  provisions  of  the  act  of  congress  entitled  the  'Vocational  Education 
Act  of  1963'  and  the  'Vocational  Education  Amendments  of  1968'  and  further 
hereby  accepts  and  assents  to  the  terms  and  provisions  of  all  acts  of  the  con- 
gress amendatory  of  the  'Vocational  Education  Act  of  1963'  and  to  the  terms  and 
provisions  of  all  other  acts  of  congress  which  provide  funds  for  the  benefit  of 
vocational  education  in  Montana." 
(Section  20-7-321,  MCA) 


LOCAL  ADMINISTRATION 

Montana  law  provides  that: 

"(1)  Subject  to  the  requirements  of  the  laws  of  the  state  of  Montana  and  the 
policies  of  the  superintendent  of  public  instruction  as  administered  by  the 
state  director  of  vocational  education,  the  board  of  trustees  operating  a 
postsecondary  vocational-technical  center  shall: 

(a)  employ,  from  among  qualified  applicants,  a  postsecondary  vocational- 
technical  center  director; 

(b)  employ  administrative  personnel,  faculty  members,  and  employees  for 
the  postsecondary  vocational-technical  center  according  to  the  poli- 
cies and  procedures  of  the  board  of  trustees; 

(c)  recommend,  develop,  and  submit  budgets  for  the  postsecondary  voca- 
tional-technical centers; 

(d)  establish  and  collect  student  tuition  and  fees; 

(e)  recommend  to  the  superintendent  of  public  instruction  through  the 
state  director  of  vocational  education: 

(i)  proposals  regarding  postsecondary  vocational-technical  center 
programs,  budgets,  student  services,  and  public  service  activi- 
ties; and 

(ii)  campus  development  and  program  plans  for  individual  postsecondary 
vocational-technical  center  buildings; 

(f)  manage  buildings  erected  and  equipped  on  leased  grounds; 
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(g)   receive  and  administer  gifts  and  bequests  to  the  postsecondary  voca- 
tional-technical center  according  to  a  written  plan  submitted  to  the 
superintendent  of  public  instruction;  and 
(h)   perform  any  other  administrative  responsibilities  not  inconsistent 
with  law  and  required  by  the  superintendent  of  public  instruction. 
(2)   The  board  of  trustees  operating  a  postsecondary  vocational-technical  center 
may  not  enter  into  any  contract  that  in  any  way  creates  a  debt  or  obliga- 
tion upon  the  state  for  the  improvement  or  construction  of  postsecondary 
vocational-technical  center  buildings  on  leased  property." 

(Section  20-7-312,  MCA) 


AUTHORITY  TO  AWARD --POL ICY 

The  Superintendent  of  Public  Instruction  authorizes  each  vocational-technical 
center  to  award  vocational-technical  certificates  of  completion  (or  competency) 
to  students  who  shall  have  completed  approved  programs  as  recommended  by  the 
local  board  of  trustees. 

Montana  law  provides  that: 

"The  postsecondary  vocational-technical  center  shall  not  be  required  to  conform 
to  the  180-day  school  calendar  so  that  programs  shorter  or  longer  than  this 
calendar  may  be  offered." 

(Section  20-7-313,  MCA) 


« 
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POSTSECONDARY  CENTER 
BUDGET  AND  FISCAL 


(I 


I 


BUDGET  AUTHORITY  AND  BUDGET  PROCEDURE 

Montana  law  provides  that: 

"(1)  The  superintendent  of  public  instruction  shall  have  the  sole  authority  for 
the  approval  of  the  postsecondary  vocational-technical  education  programs 
and  their  budgets.  Such  programs  and  budgets  shall  be  placed  into  three 
categories  defined  as: 

(a)  maintenance  and  operation,  which  shall  include  programs  and  costs  for 
instruction;  vocational  guidance  and  counseling;  job  placement;  travel 
of  pupils  and  personnel  while  engaged  in  a  program;  acquisition, 
maintenance,  and  repair  of  equipment;  and  the  rental  of  necessary 
emergency  facilities  for  not  more  than  1  year; 

(b)  construction,  which  shall  include  the  program  and  cost  for  construc- 
tion of  new  buildings,  acquisition,  expansion,  remodeling,  and  altera- 
tion of  existing  buildings;  site  acquisition  and  improvements;  archi- 
tectural fees;  and  the  purchase  of  initial  equipment; 

(c)  ancillary  services,  which  shall  include  the  program  and  cost  for  the 
services  and  activities  necessary  to  assure  quality  in  the  post- 
secondary  vocational-technical  center's  instruction,  such  as  super- 
vision and  administration  of  the  center,  program  evaluation,  special 
demonstration  and  experimental  programs,  and  development  of  instruc- 
tional materials  and  curriculum. 

(2)  The  trustees  of  the  designated  district  or  other  governing  board  where  the 
postsecondary  vocational-technical  center  is  located  shall  submit  program 
proposals  and  the  related  budgets  on  the  basis  of  these  categories  and  in 
accordance  with  the  program  and  budget  approval  procedure  prescribed  by  the 
superintendent  of  public  instruction." 

(Section  20-7-323,  MCA) 

Editorial  Note:   Session  Laws  of  1985  changed  the  categories  for  budgets  to 
instruction,   support,   plant  operation,  and  maintenance  and  equipment. 

SOURCES  OF  FINANCING  FOR  POSTSECONDARY  VOCATIONAL-TECHNICAL  CENTER  BUDGETS-- 
SUPERINTENDENT  OF  PUBLIC  INSTRUCTION 

"(1)  The  total  of  the  budgets  approved  by  the  superintendent  of  public  instruc- 
tion, together  with  the  budget  for  the  cost  of  state  administration  of  the 
postsecondary  vocational-technical  centers,  shall  constitute  the  total 
maximum  approved  statewide  budget  which  shall  be  financed  as  follows: 

(a)  The  primary  source  of  financing  is  to  be  those  funds  specifically 
designated  by  legislative  enactment  or  referendum  by  the  people  for 
finan<":ng  postsecondary  vocational-technical  education  in  Montana. 

(b)  The  board  of  county  commissioners  of  each  county  in  which  a  designated 
postsecondary  vocational-technical  center  is  located  is  hereby  author- 
ized to  levy  a  tax  not  to  exceed  \\  mills  for  calendar  year  1979  and 
\\  mills  thereafter  on  the  dollar  of  all  taxable  property,  real  and 
personal,  within  the  county  for  the  support  and  maintenance  of  the 
postsecondary  vocational-technical  center  located  within  the  county. 

(c)  Designated  postsecondary  vocational-technical  centers  shall  be  eli- 
gible to  receive  such  fund."1,  from  the  federal  government  as  the  super- 
intendent of  public  instruction  may  provide  puruant  to  applicable 
acts  of  congress. 

1-9 


(d)  The  board  of  trustees  of  any  designated  high  school  district  or  county 
high  school  district  where  a  postsecondary  vocational-technical  center 
is  located  may  be  required,  as  a  condition  for  the  construction  in 
that  district  of  a  postsecondary  vocational-technical  center,  or  any 
part  thereof,  to  furnish  up  to  50%  of  the  amount  of  funds  required  for 
any  such  construction.  The  percentage  of  construction  funds  to  be 
furnished  by  the  designated  district  shall  be  derived,  in  whole  or  in 
part,  from  any  of  the  following  sources: 

(i)   the  sale  of  bonds  issued  by  that  district  (such  bonds  shall  be 

issued  in  conformity  with  the  requirements  of  Chapter  9,  part  4, 

of  this  title  in  the  case  of  high  school  and  county  high  school 

district) ; 

(ii)  any  other  funds  available  to  that  district  which  may  be  legally 

and  properly  applied  toward  such  construction; 
(iii)the  reasonable  value  of  land,  buildings,  fixtures,  or  equipment 
furnished  by  that  district,  subject  to  the  approval  of  the  super- 
intendent of  public  instruction. 

(2)  The  superintendent  of  public  instruction  shall  direct  the  distribution  of 
the  funds  specified  in  subsections  (l)(a)  and  (l)(c)  on  the  basis  of  the 
budgets  approved  by  the  superintendent  of  public  instruction.  The  funds 
earned  by  the  mill  levy  specified  in  subsection  (l)(b)  shall  be  credited  by 
the  county  treasurer  to  the  postsecondary  vocational-technical  center  fund. 

(3)  The  superintendent  of  public  instruction  shall  determine  the  amount  of 
financing  available  from  these  four  sources  of  revenue  and  may  approve 
budgets  for  maintenance  and  operation,  construction,  and  ancillary  ser- 
vices. The  aggregate  amount  of  the  budgets  so  approved  by  the  superinten- 
dent of  public  instruction  for  postsecondary  vocational -techni cal  centers 
shall  not  exceed  the  moneys  determined  to  be  available." 

(Section  20-7-324,  MCA) 

Editorial  Note:  The  1983  Legislative  Session  identified  Coal  Tax  Trust 
Funds  as  a  source  of  revenue.  The  1986  Special  Session  3  made  mandatory 
the  1^  county  mills  and  determined  such  revenue  to  be  considered  a  state 
revenue  source. 


POSTSECONDARY  VOCATIONAL-TECHNICAL  CENTER  FUND IN w- 


NONGENERAL  FUND  MONEY  EXPENDED  FIRST --REVERSION  OF  GENERAL  FUND  MONEY 

"(1)  Whenever  an  approved  postsecondary  vocational-technical  center  under  the 
provisions  of  20-7-311  is  operated  within  a  district,  the  trustees  of  such 
district  shall  request  the  establishment  of  the  appropriate  accounts  in  the 
state  treasury.  These  accounts  shall  be  established  in  the  appropriate 
state  treasury  funds  as  determined  by  the  department  of  administration. 
All  money  prescribed  and  received  under  the  provisions  of  20-7-324  shall  be 
credited  to  these  accounts.  The  expenditure  of  the  money  deposited  in  the 
state  treasury  shall  be  made  in  accordance  with  procedures  established  by 
the  department  of  administration.  Such  expenditures  shall  be  made  under 
the  budget  and  for  the  programs  approved  by  the  superintendent  of  public 
instruction  under  the  provisions  of  20-7-323  and  the  financial  administra- 
tion provisions  of  this  title. 

(2)  A  postsecondary  vocational-technical  center  shall  apply  expenditures 
against  nongeneral  fund  money  wherever  possible  before  using  state  general 
fund  appropriations.  All  state  general  fund  money  appropriated  or  dis- 
bursed to  a  postsecondary  vocational-technical  center  which  are  unexpended 
at  fiscal  year  end  shall  revert  to  the  state  general  fund. 
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(3)  The  approval  of  the  postsecondary  vocational-technical  center  budget  and 
subsequent  revision  or  amendment  of  such  budget  by  the  superintendent  of 
public  instruction  shall  constitute  the  final  budget  approval. 

(4)  Whenever  the  county  tax  prescribed  in  20-7-324(1)  (b)  is  to  be  used  in 
support  of  the  postsecondary  vocational-technical  center,  the  county  com- 
missioners are  authorized  to  levy  such  tax  on  the  county  in  accordance  with 
the  provisions  of  20-9-142."   (See  1986  Special  Session  3--SB  8.) 

(Section  20-7-325,  MCA) 
ADDITIONAL  LEVY  BY  SCHOOL  DISTRICT 
Montana  law  provides  that: 

"(1)  Notwithstanding  the  provisions  of  20-7-324,  the  trustees  operating  a  post- 
secondary  vocational-technical  center  may  propose  to  adopt  a  budget  in  ex- 
cess of  the  amount  appropriated  by  the  legislature  for  salaries,  benefits, 
operations,  and  equipment.  The  legislature  shall  base  the  appropriation 
for  salaries,  benefits,  operations,  and  equipment  on  amounts  appropriated 
in  the  previous  legislative  session. 

(2)  When  the  trustees  determine  that  an  additional  amount  of  financing  is  re- 
quired for  salaries,  benefits,  operations,  and  equipment,  they  must  submit 
the  proposition  for  an  additional  levy  to  the  qualified  electors  of  the 
district  pursuant  to  20-20-301  and  in  the  manner  prescribed  by  20-9-353. 
When  another  additional  levy  proposition  is  presented  to  the  electorate, 
the  proposition  for  an  additional  levy  for  a  postsecondary  vocational- 
technical  center  may  be  presented  as  a  separate  issue  on  the  ballot  or  it 
may  be  consolidated  with  the  additional  levy  proposition  of  the  high  school 
district. " 

(Section  20-7-326,  MCA) 

STATE  TREASURER  CUSTODIAN  OF  VOCATIONAL  EDUCATION  MONEYS 

Montana  law  provides  that: 

"(1)  The  treasurer  of  the  state  of  Montana  is  hereby  designated  as  the  custodian 
of  all  federal  and  state  moneys  designated,  appropriated,  or  apportioned 
for  vocational  education.  All  moneys  received  from  any  federal  or  state 
source  for  the  establishment,  operation,  or  furtherance  of  vocational  edu- 
cation in  the  state  shall  be  deposited  with  the  state  treasurer.  At  the 
direction  of  the  superintendent  of  public  instruction,  he  shall  disburse 
all  moneys  appropriated  or  received  for  vocational  education. 

(2)  The  state  treasurer  is  the  treasurer  for  all  postsecondary  vocational- 
technical  centers,  and  all  money  received  by  postsecondary  vocational-tech- 
nical centers  from  any  source  shall  be  deposited  in  the  state  treasury 
pursuant  to  17-6-105,  MCA,  unless  the  source  of  the  money  specifies  deposit 
somewhere  other  than  in  the  state  treasury." 

(Section  20-7-322,  MCA) 

PUPIL  FEES  AND  DISPOSITION  OF  COLLECTED  FEES 

Montana  law  provides  that: 


1-11 


"(1)  Fees  for  the  use  of  equipment  and  material  used  in  instruction  may  be 
charged  by  the  trustees  or  other  governing  board  of  the  postsecondary 
vocational-technical  center.  The  superintendent  of  public  instruction 
shall  prescribe  the  basis  and  limitations  for  the  charging  of  such  fees. 

(2)  Fees  collected  by  the  postsecondary  vocational-technical  center  shall  be 
deposited  with  the  state  treasurer  in  the  fund  designated  by  the  superin- 
tendent of  public  instruction  for  the  receipt  of  such  fees.  The  expendi- 
ture of  the  fees  shall  not  be  subject  to  budget  limitations  and  shall  be  in 
addition  to  the  program  budgets  approved  by  the  superintendent  of  public 
instruction. " 

(Section  20-7-333) 


TUITION  RATES 

Montana  law  provides  that: 

"(1)  Tuition  may  be  charged  to  any  resident  or  nonresident  of  the  state  of  Mon- 
tana by  the  governing  board  of  any  postsecondary  vocational-technical 
center  at  rates  to  be  determined  by  the  superintendent  of  public  instruc- 
tion. The  superintendent  of  public  instruction  shall  also  prescribe  per- 
missible uses  for  any  tuition  authorized. 

(2)  For  the  purposes  of  this  section  the  eligibility  of  a  student  for  resident 
status  shall  be  determined  in  the  same  manner  as  that  prescribed  for  use  by 
the  Montana  university  system,  except  that  those  provisions  referring  to 
"high  school  graduates"  or  "graduation  from  high  school"  shall  be  con- 
sidered to  refer  to  a  person  who  has  attended  school  or  who  was  in  attend- 
ance at  a  school." 

(Section  20-7-332,  MCA) 


ADMISSION  OF  PUPILS  WITH  PRIORITY  TO  MONTANA  RESIDENTS 

Montana  law  provides  that: 

"Any  person  who  qualifies  as  a  postsecondary  vocational-technical  pupil  as 
defined  in  this  title  shall  be  admitted  to  the  postsecondary  vocational-tech- 
nical center  of  his  choice,  except  that  pupils  who  qualify  as  residents  of  the 
state  of  Montana  as  hereafter  defined  shall  be  given  priority  in  case  enrollment 
limitations  are  caused  by  resource  limitation." 

(Section  20-7-331,  MCA) 

GENERAL  BUDGETING  POLICY 

The  Superintendent  of  Public  Instruction  shall: 

(1)  formulate  uniform  policies  on  budgeting  and  record-keeping; 

(2)  review  annual  budgets  adopted  by  the  local  board  of  trustees  of  the  five 
centers ; 

(3)  approve,  with  or  without  adjustment,  and  recommend  biennial  and  supplemen- 
tal budgets  to  the  Governor  for  submission  to  the  state  legislature; 
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(4)  determine  amount  of  financing  available  from  the  sources  of  revenue  under 
the  authority  of  20-7-323  and  20-7-324,  MCA,  and  approve  budgets  for  main- 
tenance and  operation,  construction  and  ancillary  services. 

PROCEDURE 

The  Superintendent  of  Public  Instruction  authorizes  the  director  of  each  center 
to  develop  procedures  for  obtaining  necessary  information  from  the  various 
programs  for  making  decisions  regarding  the  budget  requested  by  them.  Program 
budgets  shall  be  submitted  using  the  budget  format  approved  by  the  Superinten- 
dent of  Public  Instruction. 

The  Superintendent  of  Public  Instruction  shall  review  and  establish  tentative 
budgets  for  the  five  centers  at  a  regularly  scheduled  meeting  as  early  as  pos- 
sible . 

Funds  appropriated  for  the  operation  of  the  centers  (exclusive  of  funds  for  con- 
struction and  salary  differential  levies)  shall  be  available  at  the  beginning  of 
the  fiscal  year  contingent  upon  receipt  of  federal  funds.  Center  budgets  shall 
be  tentatively  approved  by  the  local  boards  of  trustees  at  their  regularly 
scheduled  February/March  board  meeting  in  off  legislative  years.  The  assistant 
superintendent  for  vocational  education  services  shall  meet  with  the  directors 
to  allow  ample  time  for  tentative  center  budgets  to  be  presented  at  the 
February/March  meetings  of  local  boards. 

Final  budgets,  inclusive  of  additional  mill  levy  funds,  shall  be  approved  by  the 
local  board  of  trustees  and  submitted  to  the  Office  of  Public  Instruction, 
Department  of  Vocational  Education  Services,  no  later  than  July  1  of  each  year. 


BIENNIAL  BUDGET 

The  local  board  of  trustees  shall  recommend  biennial  total  budgets  to  the  assis- 
tant superintendent  for  vocational  education  services  for  transmittal  to  the 
Superintendent  of  Public  Instruction,  and  then  for  transmittal  to  the  legisla- 
ture. Forms  approved  by  the  Superintendent  of  Public  Instruction  shall  be  used 
to  complete  and  return  biennial  budgets.  Biennial  budgets  as  approved  by  local 
boards  of  trustees  shall  be  submitted  no  later  than  July  15  in  the  year  prior  to 
the  legislative  session.  This  will  allow  approximately  a  six  (6)  month  lead 
time  to  address  legislative  concerns  with  the  proposed  budgets.  Biennal  budgets 
shall  reflect  base  year  expenditures  with  any  and  all  increases  expressed  as 
modifications  to  the  base  year  funding.  Base  year  funding  is  defined  as  the 
first  year  of  the  biennial  budget.  The  base  year  actual  expenditures  shall  not 
be  inflated  by  center  personnel. 


ANNUAL  OPERATING  BUDGETS 

The  annual  operating  budgets  of  the  five  centers  are  b^sed  on  a  fiscal  year, 
beginning  July  1  and  ending  on  June  30  of  the  following  year.  During  the  spring 
months  of  each  year,  annual  operating  budgets  for  the  centers  will  be  presented 
to  the  Superintendent  of  Public  Instruction  by  the  assistan  superintendent  for 
vocational  education  services  with  attendant  recommendations.  Final  annual 
operating  budgets  will  be  those  approved  by  the  Superintendent  of  Public  Instruc- 
tion or  designee. 
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REVISIONS  TO  ANNUAL  BUDGETS  POLICY 

Revisions  to  annual  budgets  will  be  received  on  budget  transfer  forms  as  neces- 
sary. SBAS  transfer  forms  shall  be  used  and  signed  by  the  center  director  and 
district  superintendent. 

OPEN  RECORDS  AND  ACCOUNTS 

Financial  and  other  public  records  shall,  at  all  times  during  regularly  estab- 
lished office  hours,  be  open  to  inspection  by  any  regularly  enrolled  student  or 
any  citizen  of  the  state  of  Montana.  However,  administrative  officers  having 
primary  responsibility  for  such  records  shall  take  such  measures  as  will  assure 
the  safety  and  preservation  of  the  records  and  shall  prevent  unreasonable  dis- 
ruption of  the  normal  operations  of  the  business  office. 

PURCHASING  POLICIES 

The  Superintendent  of  Public  Instruction  believes  that  the  basic  policy  of  pur- 
chasing is  to  obtain  equal  quality  of  merchandise  and  service  at  the  lowest 
possible  price,  thereby  making  best  use  of  tax  money  in  operating  the  institu- 
tions. 

Responsibility  for  implementing  this  basic  policy,  as  well  as  for  administering 
all  purchasing  procedures  (including  the  issuance  of  all  orders)  shall  rest  with 
the  institutional  officer  designated  by  the  director  and  shall  be  delegated  only 
at  the  director's  direction  consistent  with  local  board  policies. 

EMERGENCY  ACTIONS  AND/OR  EXPENDITURES 

Emergency  actions  or  expenditures  that  exceed  the  series  expenditures  in  the 
approved  budget  shall  be  approved  by  the  Superintendent  of  Public  Instruction.  A 
letter  shall  be  filed  with  the  assistant  state  superintendent  for  vocational 
education  services  with  subsequent  reporting  or  the  action  of  the  state  super- 
intendent. The  SBAS  transfer  form  shall  be  used  in  conjunction  with  the  corres- 
pondence issued  by  the  center  director. 

LONG-RANGE  PLANNING 

It  is  the  policy  of  the  Superintendent  of  Public  Instruction  to  favor  and  en- 
courage cooperative  long-range  planning  by  each  of  the  five  centers.  To  this 
end,  the  Superintendent  of  Public  Instruction  directs  the  assistant  superin- 
tendent for  vocational  education  services  to  pursue  an  ongoing  program  of  com- 
prehensive planning  research  activities  and  to  coordinate  these  activities  with 
the  efforts  of  appropriate  departments  in  the  Office  of  Public  Instruction  and 
other  state  agencies. 
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The  Superintendent  of  Public  Instruction  recognizes  that  short-term  courses  need 
to  be  instituted  from  time  to  time.  These  short-term  courses  need  not  be  at- 
tached to  the  established  quarter  system,  if  not  feasible.  The  Superintendent 
recognizes,  too,  that  adult  education  does  not  fit  the  established  postsecondary 
vocational  program  schedule. 

POSTSECONDARY  CENTER  ACCREDITATION  POLICY 

The  Superintendent  of  Public  Instruction  shall  require  each  vocational-technical 
center  to  seek  and  obtain  accreditation  from  recognized  accrediting  associa- 
tions . 

Accreditation  of  the  Montana  postsecondary  vocational-technical  centers  shall  be 
determined  by  Northwest  Association  of  Schools  and  Colleges,  Commission  on 
Colleges,  and  other  specific  accrediting  associations  as  approved  by  the  Super- 
intendent of  Public  Instruction. 

Local  boards  of  trustees,  with  the  Assistant  Superintendent  for  Vocational  Edu- 
cation Services,  shall  supervise  the  postsecondary  centers'  achievement  and 
maintenance  of  the  accreditation  standards  and  implementation  of  recommendations 
from  the  accrediting  organization. 


POSTSECONDARY  CENTER  CURRICULUM  APPROVAL  POLICY 

The  Superintendent  of  Public  Instruction  shall  approve  all  curriculum  offered  in 
the  instructional  programs  at  the  five  vocational-technical  centers.  All  other 
programs  conducted  at  the  centers  such  as  JTPA,  apprentice  training,  CEP,  adult 
education,  and  continuing  education,  etc.,  shall  be  brought  to  the  attention  of 
the  Assistant  Superintendent  for  Vocational  Education. 

All  proposed  or  new  curriculum,  regardless  of  source  of  revenue,  shall  be  sub- 
mitted to  the  Assistant  Superintendent  for  Vocational  Education  Services  with 
attendant  recommendations  of  the  local  district  superintendent  and  center 
director. 

All  curriculum  incorporated  into  the  postsecondary  vocational-technical  centers 
shall  arise  from  a  documented  needs  assessment  for  such  training  and  education. 
This  needs  assessment  shall  be  based  on  a  statewide  study,  including  business 
and  industry,  employment  service  personnel,  citizens-at-large ,  students, 
faculty,  administration,  local  and  state  advisory  committees,  and  state  occupa- 
tional manpower  needs.  The  statewide  needs  study  shall  be  monitored  by  an 
appropriate  staff  member  of  the  Department  of  Vocational  Education  Services. 

State  vocational  education  staff  should  ensure  that  any  proposed  or  new  curri- 
culum agrees  with  the  stated  mission  and  purposes  of  the  center,  that  the  pro- 
gram does  not  duplicate  offerings  in  similar  institutions  in  same  geographic 
areas,  that  the  program  proposal  is  detailed  and  specific,  and  that  a  periodic 
review  of  the  program  will  take  place. 
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D.  Description  of  the  program  as  it  relates  to  the  mission  (or  role  and  scope) 
of  the  institution. 

E.  Students  to  be  served. 

1.  Anticipated  enrollment  for  a  three-year  period  by  level. 

2.  Ultimate  enrollment  goal  for  the  program. 

3.  Rationale  for  these  projections. 

F.  Provisions  for  institutional  review  of  the  quality  of  the  program,  which 
would  include  student  achievement  and  faculty  performance. 

G.  Costs  of  a  new  program. 

1.  Estimate  of  start-up  (first  year)  costs.  How  much  of  the  costs  would 
be  absorbed  in  current  budgets,  and  how  much  additional  funding  would 
be  required?   Identify  the  sources  of  additional  funding. 

2.  Estimates  of  anticipated  cost  and  anticipated  income  of  the  program 
for  the  four  years  following  its  first  year.  Explanation  of  the 
rationale  for  these  estimates. 

H.   Faculty  staffing  needed  for  the  program,  including  additional  staff  re- 
quirements and  costs  of  additional  staff. 

I.   Additional  facilities,  including  library  equipment,  classrooms  and  office 
space  that  are  required,  and  their  costs. 

J.   Present  faculty,  facilities,  equipment  and  library  which  support  the  pro- 
gram; compare  them  to  known  or  anticipated  standards  for  accreditation. 


NEW  CURRICULUM/ PROGRAM  APPROVAL  POLICY 

The  Superintendent  of  Public  Instruction  and  the  Department  of  Vocational  Edu- 
cation Services  will  carefully  review  proposed  new  curriculum  prior  to  its  fj 
initiation  and  establish  the  following  guide  for  new  program  proposals. 

A.  Objectives  of  the  new  program.   Objectives  must  clearly  meet  needs  estab- 
lished and  specify  skills  to  be  taught. 

B.  Need  for  the  program. 

1.  Evidence  of  student  demand  (students  currently  enrolled  at  the  insti- 
tution requesting  the  program;  students  in  other  institutions  who  have 
indicated  they  would  participate  in  the  program;  community  or  regional 
demand;  other  sources). 

2.  When  applicable,  indicate  potential  employers  of  persons  trained  in 
the  program  areas  who  have  requested  establishment  of  the  program  and 
their  specific  employment  needs.  Include  any  other  documentation  of 
need  for  graduates  of  such  a  program—manpower  projections,  etc. 

C.  Detailed  survey  of  similar  programs  that  are  offered  within  the  state. 

1.  The  potential  impact  the  program  may  have  on  other  programs  at  the 
institution,  especially  in  terms  of  funding,  facilities,  geographic 
location,  faculty  and  students. 

2.  The  potential  effect  on  similar  programs  offered  by  other  institu- 
tions. (Supporting  documents  from  other  institutions  should  be  in- 
cluded. ) 


* 
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K.  New  courses  and  the  frequency  with  which  they  will  be  offered  throughout 
the  first  three  years. 

L.   Requirements  of  the  certificate  or  credentials. 

M.    Existing  programs  for  which  the  new  program  would  offer  supporting  courses. 

N.    Supporting  courses  in  other  programs. 

0.  Procedure  used  to  develop  the  proposal,  including  participation  of  stu- 
dents, faculty,  community,  advisory  committees,  etc. 

P.  Prior  to  approval  of  new  programs,  it  should  be  ascertained  whether  a 
comparable  accredited  proram  is  offered  in  a  private  or  proprietary  in- 
stitution in  the  state.  If  such  a  program  exists  and  if  it  is  of  high 
quality,  the  feasibility  and  possible  cost-savings  of  contracting  for  the 
program  should  be  thoroughly  investigated.  Even  if  the  cost  per  student  is 
similar  or  higher,  savings  may  be  achieved  by  avoiding  public  expenditures 
on  buildings  and  equipment. 

PROCEDURES  FOR  INITIATING  NEW  CURRICULUM  PROGRAM  PROPOSALS 

A.  Proposals  for  new  programs  are  initiated  by  the  institution.  However,  the 
Superintendent  of  Public  Instruction  or  Vocational  Education  Services  staff 
may,  from  time  to  time,  identify  a  state  need  for  a  program  and  request  one 
or  more  of  the  institutions  to  prepare  proposals. 

B.  Proposals  shall  be  sent  from  the  institution  to  the  Assistant  Superinten- 
dent for  Vocational  Education  Services,  who  shall  see  that  an  analysis  is 
conducted  using  independent  consultants  when  appropriate.  If  the  assistant 
superintendent's  recommendation  is  contrary  to  that  of  the  institution,  the 
institution  shall  be  notified  and  given  sufficient  time  to  prepare  a  re- 
buttal or  to  withdraw  its  proposal. 

CURRICULUM  REVIEW  POLICY 

The  Assistant  Superintendent  for  Vocational  Education  Services  shall  initiate  an 
ongoing  evaluation  of  center  curriculum  and  determine,  with  the  advice  of  the 
total  state  vocational  staff,  curriculum  continuance,  modification  or  termina- 
tion. The  assistant  superintendent  shall  report  curriculum  review  findings  to 
the  state  superintendent  and  center  directors. 

LONG-RANGE  BUILDING  PLAN 

Each  postsecondary  vocational-technical  center  shall  prepare  for  approval  by  the 
Superintendent  of  Public  Instruction  a  long-range  building  plan,  based  on  edu- 
cational specifications  incorporating  the  institution's  objectives  and  philoso- 
phy, to  include  sketches  or  diagrams  for  physical  plart  and  site  analysis  and 
financial  projections  with  cost  estimates  for  each  phase  of  development  planned 
for  a  five-year  period.  Such  outline  shall  be  submitted  to  the  Assistant  Super- 
intendent for  Vocational  Education  Services  and  shall  be  :  bject  to  review  by 
the  Superintendent  of  Public  Instruction  every  two  years.  Centers  shall  respond 
to  Department  of  Administration  requests  for  capital  improvement  plans  on  ap- 
proved forms  issued  by  the  Department  of  Administration. 
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PROPERTY  AND  CONSTRUCTION 

Prior  approval  of  the  Superintendent  of  Public  Instruction  must  be  obtained 
before  the  acquisition,  sale,  construction,  or  major  alteration  or  repair  of 
school  building  or  real  property  for  the  five  centers  is  accomplished  with  state 
funding  sources.  The  local  board  of  trustees  has  been  and  will  continue  to  be 
the  contracting  agent  for  the  postsecondary  center. 


LEASE  OR  PURCHASE  OF  STATE  PROPERTY  FOR 
POSTSECONDARY  VOCATIONAL-TECHNICAL  CENTER  PURPOSES 

Montana  law  provides  that: 

"(1)  The  state  of  Montana,  acting  by  and  through  the  superintendent  of  public 
instruction,  is  hereby  empowered  and  authorized  to  enter  into  a  lease 
agreement  for  a  term  not  to  exceed  40  years  in  order  to  lease  to  a  district 
operating  a  postsecondary  vocational-technical  center  any  building  or  lands 
owned  by  the  state  and  financed  in  whole  or  in  part  by  an  appropriation 
made  by  the  legislature  of  the  state  of  Montana  for  the  purpose  of  support- 
ing the  district's  postsecondary  vocational-technical  center.  The  con- 
sideration necessary  to  support  such  a  lease  may  be  nominal. 

(2)  The  superintendent  of  public  instruction  is  hereby  authorized  to  transfer 
or  direct  transfer  of  title  held  by  the  state  of  Montana  in  buildings  or 
lands  financed  in  whole  or  in  part  by  an  appropriation  by  the  state  legis- 
lature to  a  district  operating  a  postsecondary  vocational-technical  center, 
at  any  time  the  superintendent  of  public  instruction  deems  such  transfer  to 
be  in  the  best  interests  of  both  the  state  and  the  district  involved, 
provided  that  this  authorization  extends  only  to  buildings  or  lands  which 
are  to  be  used  by  the  district  for  postsecondary  vocational-technical 
education  purposes." 

(Section  20-7-314,  M.C.A.) 


FACILITIES  UTILIZATION 

The  five  centers  are  required  to  monitor  the  utilization  of  space  in  an  effort 
to: 

1.  provide  the  most  efficient  and  economical  use  of  available  space; 

2.  provide  a  data  base  upon  which  decision  on  new  construction  can  be 
made,  as  well  as  plans  for  utilization  of  the  facility;  and 

3.  cooperate  with  the  standard  reporting  format  developed  by  the  As- 
sistant Superintendent  for  Vocational  Education  Services  to  accomplish 
the  above. 
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STUDENTS 
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ADMISSIONS 


Montana  law  states: 


"Any  person  who  qualifies  as  a  postsecondary  vocational-technical  pupil  as 
defined  in  this  title  shall  be  admitted  to  the  postsecondary  vocational- 
technical  center  of  his  choice,  except  that  pupils  who  qualify  as  residents 
of  the  state  of  Montana  as  hereafter  defined  shall  be  given  priority  in 
case  enrollment  limitations  are  caused  by  resource  limitation." 

(Section  20-7-331,  MCA) 


STUDENT  RIGHTS 

The  student  has  the  right  of  procedural  fairness  and  due  process  in  all  situa- 
tions involving  disciplinary  sanction.  The  student  has  the  right  of  appeal 
through  channels  established  in  the  Rules  of  Controversy  of  the  Superintendent 
of  Public  Instruction. 

Each  local  board  of  trustees  and/or  center  personnel  shall  develop  rules  and 
regulations  for  students. 


DISCRIMINATION  IN  EDUCATION 
Montana  law  states: 

"It  is  an  unlawful  discriminatory  practice  for  an  educational  institution: 

(1)  to  exclude,  expel,  limit,  or  otherwise  discriminate  against  an  indi- 
vidual seeking  admission  as  a  student  or  an  individual  enrolled  as  a 
student  in  the  terms,  conditions,  or  privileges  of  the  institution 
because  of  race,  creed,  religion,  sex,  marital  status,  color,  age, 
physical  handicap,  or  national  origin  or  because  of  mental  handicap, 
unless  based  on  reasonable  grounds; 

(2)  to  make  or  use  a  written  or  oral  inquiry  or  form  of  application  for 
admission  that  elicits  or  attempts  to  elicit  information  or  to  make  or 
keep  a  record  concerning  the  race,  color,  sex,  marital  status,  age, 
creed,  religion,  physical  or  mental  handicap,  or  national  origin  of  an 
applicant  for  admission,  except  as  permitted  by  regulations  of  the 
commission; 

(3)  to  print,  publish,  or  cause  to  be  printed  or  published  a  catalog  or 
other  notice  or  advertisement  indicating  a  limitation,  specification, 
or  discrimination  based  on  the  race,  color,  creed,  religion,  age, 
physical  or  mental  handicap,  sex,  marital  status,  or  national  origin 
of  an  applicant  for  admission;  or 

(4)  to  announce  or  follow  a  policy  of  denial  or  limitation  of  educational 
opportunities  of  a  group  oi  its  members,  through  a  quota  or  otherwise, 
because  of  race,  color,  sex,  marital  status,  ag  ,  creed,  religion, 
physical  or  mental  handicap,  or  national  origin." 

(Section  49-2-307,  MCA) 
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STAFFING  PATTERNS 

In  order  to  assure  the  effective  and  efficient  conduct  of  quality  vocational- 
technical  education  programs  at  the  postsecondary  vocational-technical  centers, 
the  following  staffing  patterns  are  minimum  recommended  positions. 

FTE 
Fixed  Personnel 

Center  Director  1.0 

Administrative  Secretary  1.0 

Assistant  Director  1.0 

Secretary  1.0 

Receptionist  1.0 

Business/Financial  Manager  1.0 

Accountant/ Bookkeeper/ 

Inventory  Clerk  1.0 
Data  Processing  Programmer/Operator   1.0 

Media  Center/Librarian  1.3 

Clerical  .5 

Subtotal  9.8 


Center  Size 

Variable  Personnel  1-500  FTE      500-1000  FTE 

Student  Services 
Admissions  Officer  .65  1.3 

Financial  Aids  Officer       1.0  1.3 

Counselors:  based  upon  a 

ratio  of  1.3  to  300  FTE* 
Placement  Officer  .65  1.3 

Clerical  1.0  1.0 

Plant 
Custodians:  based  upon  a 

ratio  of  1.0  to  35,000  square  feet 

Other  Staff 

Food  service,  bookstore,  parts  department  clerks  and  others  as 

necessary  in  concert  with  district  policies. 

'VFTE  students  are  calculated  on  the  basis  of  hours  of  instruction  divided  by 
333.3  hours  per  quarter  or  1,000  hours  per  year  (four  quarters). 


» 
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EDUCATIONAL,  COUNSELING,  AND  TRAINING  PROGRAMS 

Montana  law  states: 

"All  educational,  counseling,  and  vocational  guidance  programs  and  all  appren- 
ticeship and  on-the-job  training  programs  of  state  and  local  governmental 
agencies  or  in  which  state  and  local  governmental  agencies  participate  must  be 
open  to  all  persons,  who  must  be  accepted  on  the  basis  of  merit  and  qualifica- 
tions without  regard  to  race,  color,  religion,  creed,  political  ideas,  sex,  age, 
marital  status,  physical  or  mental  handicap,  or  national  origin.  Such  programs 
must  be  conducted  to  encourage  the  full  development  of  the  interests,  aptitudes, 
skills,  and  capacities  of  all  students  and  trainees,  with  special  attention  to 
the  problems  of  culturally  deprived,  educationally  handicapped,  or  economically 
disadvantaged  persons.  Expansion  of  training  opportunities  under  these  programs 
must  be  encouraged  to  involve  larger  numbers  of  participants  from  those  segments 
of  the  labor  force  in  which  the  need  for  upgrading  levels  of  skill  is  greatest." 

(Section  49-3-203,  MCA) 

STUDENT  RECORDS 

The  five  centers  shall  conform  to  the  "Family  Educational  Rights  and  Privacy  Act 
of  1974,"  20  U.S.C.  1232g,  as  amended,  and  the  regulations  promulgated  in  45 
C.F.R.  part  99. 

ASSISTANT  STATE  SUPERINTENDENT  FOR  VOCATIONAL  EDUCATION  SERVICES 
See  page  1-5. 

LOCAL  ADMINISTRATION 

See  page  1-6. 

Directors  shall  be  certified  in  accordance  with  the  certification  policies  of 
the  Board  of  Public  Education. 


FACULTY 

Faculty  shall  be  professionally  competent  and  certified  in  the  area  in  which 
they  are  to  teach  in  accordance  with  certification  policies  of  the  Board  of 
Public  Education. 


DISCRIMINATION  PROHIBITED 

Montana  law  states: 

"(1)  It  is  an  unlawful  discriminatory  practice  for: 
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(a)  an  employer  to  refuse  employment  to  a  person,  to  bar  him  from  employ- 
ment, or  to  discriminate  against  him  in  compensation  or  in  a  term, 
condition,  or  privilege  of  employment  because  of  his  race,  creed, 
religion,  marital  status,  color,  or  national  origin  or  because  of  his 
age,  physical  or  mental  handicap,  or  sex  when  the  reasonable  demands 
of  the  position  do  not  require  an  age,  physical  or  mental  handicap,  or 
sex  distinction; 

(b)  a  labor  organization  or  joint  labor  management  committee  controlling 
apprenticeship  to  exclude  or  expel  any  person  from  its  membership  or 
from  an  apprenticeship  or  training  program  or  to  discriminate  in  any 
way  against  a  member  of  or  an  applicant  to  the  labor  organization  or 
an  employer  or  employee  because  of  race,  marital  status,  creed,  reli- 
gion, color,  or  national  origin  or  because  of  his  age,  physical  or 
mental  handicap  or  sex  when  the  reasonable  demands  of  the  program  do 
not  require  an  age,  physical  or  mental  handicap,  or  sex  distinction; 

(c)  an  employer  or  employment  agency  to  print  or  circulate  or  cause  to  be 
printed  or  circulated  a  statement,  advertisement,  or  publication  or  to 
use  an  employment  application  which  expresses,  directly  or  indirectly, 
a  limitation,  specification,  or  discrimination  as  to  sex,  marital 
status,  age,  physical  or  mental  handicap,  race,  creed,  religion, 
color,  or  national  origin  or  an  intent  to  make  the  limitation,  unless 
based  upon  a  bona  fide  occupational  qualification; 

(d)  an  employment  agency  to  fail  or  refuse  to  refer  for  employment,  to 
classify,  or  otherwise  to  discriminate  against  any  individual  because 
of  sex,  marital  status,  age,  physical  or  mental  handicap,  race,  creed, 
religion,  color,  or  national  origin,  unless  based  upon  a  bona  fide 
occupational  qualification. 

(2)   The  exceptions  permitted  in  subsection  (1)  based  on  bona  fide  occupational 
qualifications  shall  be  strictly  construed." 

(Section  49-2-303,  MCA) 
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OFFICIAL  PUBLICATIONS 


1-30 


i 


STATE  PLAN  FOR  VOCATIONAL  EDUCATION 

The  Superintendent  of  Public  Instruction  shall  cause  the  development  of  a  State 
Plan  for  Vocational  Education  at  such  intervals  as  may  be  required  by  state  or 
federal  laws.  The  plan  shall  meet  the  requirements  of  law  in  addition  to  infor- 
mation that  will  establish  the  projected  direction  for  vocational  and  technical 
education  in  the  public  secondary  schools  and  postsecondary  institutions  of  the 
state  of  Montana. 

CENTER  CATALOGS 

Updated  catalogs  shall  be  printed  at  intervals  not  to  exceed  two  calendar  years, 
in  quantities  sufficient  to  supply  interested  persons.  Five  copies  of  each 
official  catalog  shall  be  deposited  with  the  executive  officer  for  vocational 
education. 

CONTENT  OF  CENTER  CATALOG 

Official  center  catalogs  should  contain  at  least  the  following  information: 

1.  Date  of  publication. 

2.  Official  name  of  the  vocational-technical  center. 

3.  Institutional  purpose  and  curricular  objective. 

4.  Description  of  facilities. 

5.  Accreditation  and  affiliation. 

6.  School  calendar. 

7.  List  of  the  board  of  trustees. 

8.  List  of  all  full-time  professional  employees,  their  qualifications,  their 
degrees  (if  appropriate),  and  the  institutions  which  awarded  those  degrees. 

9.  Student  welfare  and  basic  services. 

10.  Expenses,  fees,  refund  policy  and  scholarships. 

11.  Admissions  and  exit  requirements. 

12.  Curriculum  and  course  information. 

13.  Reference  to  other  publications  concerning  rules  and  regulations  of  the 
center  governing  student  behavior. 

14.  Any  and  all  other  information  appropriate  to  the  function  of  any  institu- 
tion, including  transfer. 

15.  All  official  publications  shall  comply  with  Titles  VI,  IX  and  Section  504 
of  the  Rehabilitation  Act  of  1973. 

16.  The  name,  title,  address  and  phone  number  of  the  Title  IX  and  Section  504 
officer  must  be  published. 
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STATE/LOCAL  MEETINGS 
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CENTER  DIRECTORS  MEETINGS 

The  Assistant  Superintendent  for  Vocational  Education  Services  and  the  directors 
of  vocational  centers  will  hold  regular  meetings.  The  purpose  of  the  meetings 
shall  be  to  discuss  and  act  upon  existing  and  proposed  policies,  procedures  and 
other  such  items  to  insure  a  coordinated  and  uniform  development  of  the  system 
for  Vocational  education  in  Montana  consistent  with  the  direction  of  the  Super- 
intendent of  Public  Instruction. 


DISTRICT  SUPERINTENDENT  MEETINGS 

The  State  Superintendent  of  Public  Instruction,  Deputy  Superintendent  and  As- 
sistant Superintendent  for  Vocational  Education  Services  shall  meet  with  dis- 
trict superintendents  on  an  as  needed  basis  to  review  policy  and  procedures,  and 
any  other  matters  consistent  with  the  organization  and  operation  of  vocational- 
technical  education  centers. 
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INVENTORY 
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PROPERTY  ACCOUNTABILITY  MANAGEMENT  SYSTEM 

It  is  the  policy  of  the  State  Superintendent  of  Public  Instruction  that  the 
postsecondary  vocational-technical  centers  located  at  Billings,  Butte,  Great 
Falls,  Helena  and  Missoula  will  inventory  facilities  and  equipment  in  accordance 
with  the  Property  Accountability  Management  System. 

The  PAMS  is  a  centrally  maintained  subsystem  of  the  Statewide  Budgeting  and 
Accounting  System  (SBAS)  designed  to  manage  and  account  for  fixed  assets  owned 
by  the  State  of  Montana. 

MCA  17-1-102(2),  provides  that  the  Department  of  Administration  "shall  prescribe 
and  install  uniform  accounting  and  reporting  for  all  state  agencies  and  institu- 
tions, showing  the  receipt,  use  and  disposition  of  all  public  money  and  prop- 
erty, and  shall  develop  plans  for  improvements  and  economics  in  the  organization 
and  operation  thereof,  which  shall  be  submitted  to  the  respective  heads  of 
agencies  and  institutions." 

Centers  shall  enter  the  PAMS  by  completing  an  inventory  in  the  prescribed  manner 
on  or  before  October  31,  1982.   The  DOA  shall  have  the  responsibility  of  entering 
correct  data  sheets  on  the  automated  system  and  each  center  will  be  responsible 
for  purchase  and  attachment  of  identifying  tags  to  appropriate  equipment. 

The  initial  entry  and  subsequent  trial-run  listing  of  center  inventories  shall  be 
available  to  appropriate  agencies  and  the  legislature  on  or  before  February  15, 
1983. 

Corrections  and  modifications  to  the  DOA  computer  run  shall  be  made  in  February/ 
March  1983  with  identification  of  an  appended  life  expectancy  table  for  equip- 
ment. 

Upon  acceptance  of  the  PAMS  printouts  with  modifications  and  addendums,  each 
center  will  be  responsible  for  an  annual  update  of  additions  and/or  deletions 
which  shall  be  completed  on  each  subsequent  October  31. 
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DEFINITIONS 


The  definitions  applicable  to  postsecondary  vocational  education  have  been  or- 
ganized by  term  or  phrase  with  reference  to  the  document  containing  the  defini- 
tion immediately  following.  The  list  is  not  to  be  viewed  as  all  inclusive  and 
will  be  revised  as  necessary  to  afford  a  ready  reference  for  users  of  the  Policy 
Handbook. 


Term 

acquisition  cost 

adult  program 

administrator 

American  native,  native  Alaskan 

ancillary  services 

application  fee 

apprentice  course 

Asian  or  Pacific  Islander 

Black,  not  Hispanic  origin 

capital  expenditure 

JTPA  (Manpower) 

Consumer  and  Homemaking 
Education  programs 


Reference  Citation 

ARM  10.41.101(1) 

ARM  10.41.101(2) 

ARM  10.41.101(20) 

ARM  10.41.101(3) 

ARM  10.41.101(4) 

ARM  10.41.101(5) 

new  policy  announcement 

ARM  10.41.101(6) 

ARM  10.41.101(7) 

ARM  10.41.101(8) 

ARM  10.41.101(9) 

ARM  10.41.101(27) 

ARM  10.41.101(10) 


cooperative  education 
cooperative  education  student 
cooperative  program  class 


disadvantaged 

executive  officer  of 
vocational  education 

exemplary  program 


ARM  10.41.101(11) 

ARM  10.41.101(12)  old 

a  class  with  a  minimum  of  one  hour  per 
week,  in  addition  to  regular  classes, 
devoted  to  discussion  of  working  prob- 
lems, assignment  of  special  projects, 
etc . 

ARM  10.41.101(14) 

ARM  10.41.101(18) 

ARM  10.41.101(19) 
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Term 


Reference  Citation 


full-time  equivalency  student 


a  full-time  equivalency  student  is  de- 
termined by  use  of  a  constant  divisor 
(333.3).  The  sum  of  instructional  hours 
divided  by  333.3  yields  an  equivalent 
student  measure. 


full-time  student 


instructional  staff  full-time 


other  professional 

support  staff 
(Fund  21)  student 


Fund  21  agency  students 


a  full-time  student  is  determined  by 
tuition  status  attending  at  least  181 
hours  per  quarter 

ARM  10.4l.l01(20)(c) 

ARM  10.41.101(21) 

ARM  10.41.101(26) 

(20-C)  1068  hours  of  actual  student 

classroom  contact  hours  per  year 

ARM  10.41.101(22) 

185  days  of  contracted  employment 

ARM  10.41. 101(20)(e) 

students  enrolled  in  a  full  or  part  time 
status  who  pay  a  tuition  or  have  tuition 
paid  by  an  agency  for  vocational  ser- 
vices at  a  postsecondary  center  inclu- 
sive of  definitions  under  vocational 
education  programs  and  courses  shall 
constitute  Fund  21  students. 

agency  students  enrolled  as  individual 
referrals  shall  be  counted  as  Fund  21 
students 


agency  students 


agency  students  enrolled  in  classroom 
training  where  the  agency  pays  50%  of 
the  training  costs  shall  be  counted  as 
50%  for  Fund  21  budgetary  FTE  purposes. 


Fund  21  students  shall  constitute  the  total  of  all  approved  instructional 
hours  divided  by  333.3  per  quarter  in  accordance  with  Policy  Announcement 
in  determining  FTE  for  state  reimbursement  purposes.  The  annual 
divisor  of  total  instructional  hours  shall  be  1,000. 


guidance  and  counseling  programs 
graduate,  program 

handicapped 
Hispanic 


ARM  10.41.101(22) 

a  student  who  has  completed  all  of  the 
program  required  courses  and  qualifies 
for  the  award  of  a  certificate 

ARM  10.41.101(23) 

ARM  10.41.101(24) 
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Term 


Reference  Citation 


left  before  completion 

limited  English  speaking 

local  education  agency 

local  advisory  committee 

major  equipment 

major  occupational  heading 

manpower  training 

minor  equipment 

Montana  Council  on 
Vocational  Education 

Montana  VIEW 

occupational  skills 

occupational  title 

open  entry/exit  program 

other  eligible  recipient 

PAMS 

part-time  vocational 
education  teacher 

postsecondary  vocational- 
technical  center 

postsecondary  vocational- 
technical  education 

personal  property 

preparatory  instruction 

program  assignment 


ARM  10.41.101 


partial  completer—same  definition 


ARM 

10 

41 

101 

C29) 

ARM 

10 

41 

101 

[30) 

ARM 

10 

41 

101 

[31) 

ARM 

10 

41 

101 

[32) 

ARM 

10 

41 

101 

[33) 

ARM 

10 

41 

101 

[34) 

ARM 

10 

41 

101 

[35) 

ARM 

10 

41 

101 

[36)  old 

ARM 

10 

.41 

101 

[37) 

ARM 

10 

.41 

101 

[39) 

ARM 

10 

41 

101 

[40) 

ARM 

10 

41 

101 

[41) 

ARM 

10 

41 

101 

[38) 

ARM 

10 

.41 

101 

[42) 

ARM  10.41.101 


28) 


43) 


part-time  vocational  education 
instructor 

20-1-101(8),  MCA 


20-1-101(9),  MCA 


ARM  10.41.101(44) 

ARM  10.41.101(45) 

ARM  10.41.101(46)  old 

assignment  of  instructional  hours  in  and 
between  i  nstruct  i  ,.ial  assignments  to  a 
program  or  programs.  This  definition 
shall  be  used  for  accounting  staff 
assignments  and  for  uudgetary  purposes. 
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Term 


Reference  Citation 


program  charges 
program  completer 
program  option 


remedial 

resident  student 
secondary  program 
sex  bias 

sex  discrimination 
sex  stereotyping 
short-term  preparatory 
special  disadvantaged 
special  needs 
state  director 

support  service  programs 

syllabus 

transient  student 

tuition 

twelfth  day  report 

unduplicated  count 

vocational  counselor 

vocational  education 


vocational  education  adminis- 
trative implementation  procedures 

vocational  education  course 


ARM  10.41.101(47) 

ARM  10.41. 101(48) 

an  organized  sequence  of  courses 
designed  to  impart  skills  as  differen- 
tiated by  the  duration  and  stated  occu- 
pational objectives  of  the  program  by 
title.    See   also   ARM   10.41.101(68). 

ARM  10.41.101(49) 

20-25-501,  MCA;  Ref  20-25-503(7) 

ARM  10.41.101(50) 

ARM  10.41.101(51) 

ARM  10.41.101(52) 

ARM  10.41.101(53) 

ARM  10.41.101(54) 

ARM  10.41.101(55) 

ARM  10.41.101(56) 

ARM  10.41.101(57) 

assistant  superintendent  for 

vocational  education  services 

ARM  10.41.101(58) 

ARM  10.41 .101(59) 

withdrawal  student 

ARM  10.41.  101(61)  Revised 

ARM  10.41.101(62) 

ARM  10.41.101(63) 

ARM  10.41.101(64) 

ARM  10.41.101(66) 
20-1-101(25),  MCA 

ARM  10.41.101(67) 
ARM  10.41. 101(68) 
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Term  Reference  Citation 

vocational  education  funds  ARM  10.41.101(69) 

vocational  education  personnel  ARM  10.41.101(70) 

vocational  education  programs  ARM  10.41.101(71) 

vocational  instruction  ARM  10.41.101(72) 

vocational  objective  ARM  10.41.101(73) 

vocational  policy  ARM  10.41.101(74) 

vocational  student  organization  ARM  10.41.101(75) 

white,  not  Hispanic  origin  ARM  10.41.101(76) 

work  study  ARM  10.41.101(77) 
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STANDARDS  FOR  VOCATIONAL  EDUCATION 
COURSES/CURRICULUM  GUIDES 
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STANDARDS  FOR  VOCATIONAL-TECHNICAL  CENTER  PROGRAMS 

Accountability- -The  Assistant  Superintendent  for  Vocational  Education  Services 
(state  director—federal)  will  determine  through  visitation,  evaluation,  audit 
or  reporting  procedures,  that  all  approved  programs  in  the  state  are  being 
conducted  according  to  state  and  federal  laws  and  regulations.   (ARM  10.41.106) 

In  accordance  with  Montana  laws  20-7-301(2)  and  Administrative  Rules  of  Montana 
10.41.108  and  10.41.106,  the  Superintendent  of  Public  Instruction  has  estab- 
lished the  following  standards  for  postsecondary  vocational-technical  center 
offerings . 

Conduct  of  Vocational  Education 

1.  Regular  meetings  of  the  board  of  trustees  shall  include  an  appropriate  time 
consideration  for  vocational-technical  center  reports,  business  action  or 
other  matters  to  be  brought  to  the  board  for  deliberation  and/or  action. 

2.  Vocational  education  programs  and  courses  at  postsecondary  vocational- 
technical  centers  shall  be  under  the  administration  of  a  properly  certified 
administrator,  supervisor  and/or  instructor  who  has  the  responsibility  to 
insure  that  programs  and  courses  are  of  high  quality. 

a.  Approved  vocational-technical  programs  shall  be  in  compliance  with  all 
federal  and  state  requirements,  directives  and  laws. 

b.  Local  board  of  trustees  policies  and  procedures  adopted  for  vocational- 
technical  education  shall  be  consistent  with  policies  and  procedures 
approved  by  the  Superintendent  of  Public  Instruction. 

c.  Any  vocational-technical  program  or  course  offering,  inclusive  of 
manpower  programs,  must  be  approved  by  the  Superintendent  or  designee. 

d.  Programs  and  courses  must  have  the  primary  objective  of  developing 
competency  based  skills  for  job  entry  level  employment  or  advancement 
within  the  specific  occupational  area  identified  by  CIP  codes. 

e.  Programs  and  courses  must  be  based  upon  occupational  demand  determined 
by  a  needs  assessment. 

f.  Programs  must  be  developed  and  conducted  in  consultation  with  an 
advisory  committee.  The  committee  shall  include  both  genders  from 
business,  industry  and  labor  with  minority  members  included. 

g.  All  significant  curriculum  changes  must  be  approved  by  the  state 
superintendent.  A  syllabus  for  each  approved  course  in  a  program 
offered  at  a  center  must  be  on  file  at  the  center. 

h.  All  programs  having  a  licensure  agency  must  meet  requirements  of  that 
agency  and  must  prepare  the  student  to  be  licensed  or  certified  by  the 
statutory  licensing  board  or  agency. 

i.  All  remedial  and  related  instruction  funded  by  state  or  federal  funds 
must  be  in  accordance  with  approved  programs.  All  such  courses, 
seminars,  practicums,  etc.,  must  be  offered  as  a  part  of  an  approved 
program  unless  special  approval  is  granted  by  the  (state  director) . 
Requests  for  adult  and  youth  vocational  courses  may  be  submitted  at 
any  time  but  must  be  approved  prior  to  the  starting  date. 
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j.    Library  and/or  media  centers  shall  be  provided  as  support  to  programs. 

k.    Centers  shall  provide  occupational  information,  guidance,  placement 

and  follow-up  services  for  students  regardless  of  sex,  race,  age,    ■ 
creed,  national  origin,  handicap  or  disabiity.   Centers  shall  have  at 
least  one  qualified  and  certified  vocational  guidance  counselor  avail- 
able for  students.   See  also  staffing  patterns  on  page  1-27. 

1.    Failure  to  meet  specified  requirements  may  result  in  funding  with- 
drawal by  the  Office  of  Public  Instruction. 

3.  Personnel  employed  at  a  vocational-technical  center  shall  be  occupationally 
competent  and  certified  in  accordance  with  the  certification  requirement 
adopted  by  the  Board  of  Public  Education. 

4.  Centers  shall  use  SBAS  accounting  procedures  and  uniform  accounting  reports 
and  procedures  required  by  the  Superintendent  of  Public  Instruction. 
Records  shall  be  retained  on  file  for  a  period  of  five  years. 

5.  Centers  shall  inventory  all  equipment  using  the  state  approved  PAMS  and 
subsequent  amendments  to  the  procedures. 

6.  Program  evaluations  shall  be  conducted  annually. 

7.  Enrollment  shall  be  open  to  all  persons  and  non-discriminatory  in  nature 
for  students  who  have  an  interest  in  and  ability  to  profit  from  vocational- 
technical  education. 

8.  Instructional  equipment  and  facilities  are  to  be  comparable  to  those  used 

in  the  occupation;  adequate  for  the  maintenance  of  acceptable  educational,    J 
health  and  safety  standards;  and  capable  of  accommodating  male,  female  and 
handicapped  students. 

9.  The  maximum  number  of  students  per  class  shall  be  determined  by  the  work 
being  done,  equipment  used,  ease  of  supervision,  safety  factors,  space  and 
resources  available  and  the  need  for  individual  student  instruction. 

10.  Centers  shall  participate  in  the  Montana  Vocational  Education  Information 
System  and  submit  such  reports  as  required  in  federal,  state  or  Office  of 
Public  Instruction  laws,  regulations  and  policies. 

11.  Centers  shall  provide  for  the  efficient  and  economical  use  of  student 
financial  aids  programs. 
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STANDARDS  FOR  MONTANA  SCHOOLS  OF  PRACTICAL  NURSING 


DEFINITIONS 

1.  Board:   The  Montana  State  Board  of  Nursing. 

2.  The  Practice  of  Practical  Nursing:  means  the  performance  for  compensation 
of  services  requiring  basic  knowledge  of  the  biological,  physical,  be- 
havorial,  psychological,  and  sociological  sciences  and/or  nursing  proce- 
dures. Practical  nursing  practice  utilizes  standardized  procedures  leading 
to  predictable  outcomes  in  the  observation  and  care  of  the  ill,  injured  and 
infirm;  in  the  maintenance  of  health;  in  action  to  safeguard  life  and 
health;  and  in  the  administration  of  medications  and  treatments  prescribed 
by  a  physician,  dentist,  osteopath,  or  podiatrist  authorized  by  state  law 
to  prescribe  medications  and  treatments.  These  services  are  performed 
under  the  supervision  of  a  registered  nurse  or  a  physician,  dentist,  osteo- 
path, or  podiatrist  authorized  by  state  law  to  prescribe  medications  and 
treatments.   (Section  37-8-102(3) (b) ,  MCA) 

3.  School  (program):  An  education  unit  responsible  for  preparing  persons  for 
practice  as  practical  nurses  qualified  to  write  the  state  licensing  exami- 
nation. 

4.  Approved  School  (program):  A  school  which  has  met  the  requirements  of  the 
law  and  the  minimum  standards  approved  and  specified  by  the  Montana  State 
Board  of  Nursing  as  outlined  in  these  rules. 

5.  Conditionally  Approved  School  (program):  A  school  which  fails  to  meet 
requirements  of  the  law  and  of  the  Board  and  has  been  given  a  definite  time 
in  which  to  meet  requirements. 

6.  Initially  Approved  School  (program):  A  school  which  has  met  the  require- 
ments of  law  and  the  Board  but  which  has  not  been  in  operation  long  enough 
to  qualify  for  full  approval. 

7.  Governing  Body  (controlling  body):  The  institution  responsible  for  the 
operation  of  the  school. 

8.  Faculty:  Body  of  persons  to  whom  are  entrusted  the  administration  and 
instructions  of  the  school. 

9.  Curriculum:  The  total  learning  experience  organized  in  a  systematic  man- 
ner. 

10.  Requirements :  The  minimum  standards  which  schools  must  meet  in  order  to  be 
approved.  The  words  shall  or  will  designate  the  statements  of  require- 
ments . 


PHILOSOPHY  AND  OBJECTIVES 

1.    The  school  shall  have  a  clearly  defined  statement  of  philosophy  and  objec- 
tives that  is  consistent  with  the  philosophy  of  the  governing  body. 
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The  objectives  shall  be  consistent  with  the  philosophy  and  shall  describe 
the  competencies  of  the  graduate  of  the  program. 

The  philosophy  and  objectives  formulated  and  adopted  by  the  practical  m 
nursing  facility  shall  be  used  in  developing,  implementing  and  evaluating 
the  total  program. 


Editorial  Note:   Remaining  sections  under  advisement.   Centers  are  advised  to 
continue  to  meet  Board  of  Nursing  requirements. 
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STANDARDS  FOR  LOCAL  ADVISORY  COMMITTEES 
Elements  of  Quality 

A.  Membership 

Membership  of  the  total  program  advisory  committee  and  individual  program 
committees  will  vary  in  the  scope  of  qualifications  and  number  of  people 
needed.   Consideration  of  membership  includes  the  following: 

1.  Qualif ications--The  advisory  committee  should  include  lay  people  from 
the  community  who  possess  expertise  and  work  experience  necessary  to 
meet  the  purpose  and  to  carry  out  the  functions  of  the  committee. 
Consideration  should  be  given  to  recent  graduates  of  programs  as  mem- 
bers as  well  as  a  balance  of  employer  and  employees  in  the  skill  area. 

2.  Selection—The  advisory  committee  members  should  be  appointed  by  the 
board  from  nominations  made  by  the  administration  in  consultation  with 
the  administrator  responsible  for  vocational  education  and  the  voca- 
tional instructor.  A  balance  of  male/female,  employer/employee  shall 
be  maintained  where  feasible.  Ethnic  representation  shall  be  re- 
flected in  committee  membership  where  the  area  population  has  a  con- 
centration of  minorities  or  ethnic  groupings. 

3.  Number—The  size  of  the  advisory  committee  must  be  determined  locally. 
Consideration  should  be  given  to  the  function  of  the  committee,  size 
of  vocational  program,  and  size  of  the  community.  (The  reported 
average  size  of  total  program  advisory  committees  is  ten.  Individual 
program  committee  memberships  tend  to  be  fewer  in  number.) 

4.  Term--A  systematic  procedure  of  replacement  shall  be  established 
beginning  in  the  1981-82  school  year.  The  membership  terms  should  be 
staggered  to  allow  for  new  members  while  retaining  a  one-third  ratio 
of  experienced  representatives  who  help  maintain  continuity.  A  three- 
year  maximum  membership  is  recommended. 

B.  Functions 

The  basic  functions  of  the  total  program  advisory  committee  and  individual 
program  committees  vary  by  scope  of  involvement  and  are  as  follows: 

1.  Advise  on  the  development  of  long-range  and  annual  plans  for  voca- 
tional education. 

2.  Suggest  development  of  new  vocational  programs. 

3.  Promote  vocational  education  in  the  schools  and  communities. 

4.  Aid  in  implementing  quality  vocational  education  programs  by  suggest- 
ing instructors  and  providing  inservice  opportunities. 

5.  Help  on  reviewing  course  content  to  insure  that  it  meets  the  changing 
needs  of  the  world  of  work  through  competency  identification. 
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6.  Recommend  physical  facilities  and  adequacy  of  equipment  necessary  for 
the  program.  Recommendations  of  advisory  committee  membership  must 
accompany  requests  for  revision  of  facilities  and/or  purchase  of  new 
and  replacement  equipment.  These  recommendations  shall  appear  in  the 
official  minutes  of  the  committee. 

7.  Assist  in  providing  current  occupational  information  for  student 
counseling  purposes. 

8.  Help  in  determining  local  job  opportunities. 

9.  Suggest  development  of  program  standards  for  initial  employment  of 
program  completers. 

10.  Aid  in  obtaining  instructional  resources. 

11.  Coordinate  manpower  assessments  with  local  manpower  representatives. 

C.   Operation 

Operation  of  both  total  program  committee  and  individual  program  committees 
includes  the  following  components: 

1.  Policies  and  procedures—An  outline  of  policies  and  procedures  should 
be  developed  locally.  Policies  should  include  the  minimal  procedures 
needed  for  efficient  and  effective  committee  operation.  A  copy  of  the 
policies  must  be  on  file  with  the  Office  of  Public  Instruction,  Voca- 
tional Education  Services  Unit. 

i 

2.  Officers—Officers  should  be  lay  people  elected  by  the  committee  from 
the  committee  membership.  The  chairperson  should  work  closely  with 
the  school,  preside  at  meetings,  appoint  subcommittees  and  represent 
the  committee  to  other  groups.  It  is  recommended  that  the  officers  be 
a  chairperson,  vice-chairperson  and  secretary.  Clerical  support 
should  be  provided  by  the  local  school. 

3.  Number  of  meetings— The  number  of  meetings  should  be  determined  local- 
ly, based  upon  the  criterion  of  necessity.  It  is  recommended  that 
quarterly  meetings  be  held  with  a  minimum  of  two  meetings. 

A.  Agenda— An  agenda  should  be  formulated  and  distributed  to  the  member- 
ship and  interested  persons  prior  to  the  meetings.  The  agenda  is  the 
responsibility  of  the  officers  and  the  administrator  responsible  for 
vocational  education  and  the  vocational  teacher. 

5.  Minutes— The  minutes  should  be  recorded  for  each  meeting,  distributed 
to  the  members,  and  filed  in  the  administrative  offices,  and  made 
available  to  the  administration  and  the  board. 

6.  Committee  Reports— The  advisory  committee  should  submit  a  brief  annual 
report  to  the  board  stressing  recommendations  for  improving  the  voca- 
tional program. 

7.  Committee  Goals  and  Objectives— The  committee  should  develop  advisory   | 
committee  annual  goals  and  objectives  and  review  them  periodically. 
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Assistance 

1.  Teachers  and  Administrators 

a.  Evaluate  programs 

1.  Advise  on  relevancy  of  training  to  work  situations 

2.  Review  curriculum  and  objectives  of  programs;  suggest  com- 
petencies 

3.  Review  adult  classes 

4.  Secure  opinions  from  business/industry  people 

b.  Assist  in  preparation  and  selection  of  programs 

a.  Establish  need  for  program  and/or  courses 

b.  Review  text  and  resource  materials 

c.  Recommend  speakers  or  on-site  visitations 

d.  Recommend  instructor  for  programs  and  substitute  teachers 

e.  Provide  financial  and  legislative  support 

1.  Arrange  for  donations  (equipment,  supplies,  etc.) 

2.  Support  administration  at  all  levels  for  needed  appropriations 

3.  Support  state  and  national  legislation  affecting  vocational 
education 

2.  Students 

a.  Secure  training  stations 

b.  Assist  in  placement 

c.  Aid  vocational  student  organizations 

1.  Suggest  means  of  raising  organization  funds 

2.  Secure  speakers 

3.  Provide  financial  aid  for  members  to  attend  state  or  national 
conferences  where  appropriate 

4.  Serve  as  judges  for  local  awards  and  contests 

5.  Attend  installation  ceremony  of  local  officers 

6.  Attend  regional,  state,  and  national  conferences,  if 
possible 

d.  Establish  scholarships  and  criteria  for  awards  for  outstanding 
and/or  deserving  students 

e.  Help  plan  special  events 

1.  Vocational  Education  Week 

2.  American  Education  Week 

3.  National  Student  Organization  Week 

4.  Banquet  for  employers  and  other  social  events 

f.  Recommend  policies  for  cooperative  program 

1.  Review  labor  laws  and  review  local  regulations  for  employ- 
ment of  students 

2.  Aid  in  formulation  of  guidelines  for  identifying  students  to 
be  enrolled  and  for  releasing  students  for  employment 

g.  Help   secure   equipment,   supplies   and   instructional  materials 
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3.    Community 

a.  Identify  community  needs 

1 .  Surveys  M 

2.  Public  meetings 

3.  Interpret  manpower  studies  conducted  by  other  agencies  and 
businesses 

b.  Serve  as  guest  speakers  or  recommend  resource  persons 

c.  Provide  public  relations  service 

1.  Interpret  program  in  community 

2.  Arrange  for  exhibits  at  meetings  and  in  display  area 

3.  Prepare  materials  for  distribution 

d.  Plan  special  events 

1.  Coordinate  vocational  education  events  with  community  special 
events 

2.  Encourage  special  cooperative  projects 

AVAILABLE  HANDBOOKS  AND  MATERIALS 

Cooperative  Education  Advisory  Committees 
Wyoming  State  Department  of  Education 
Hathaway  Building 
Cheyenne,  WY  82002 

Guidelines  for  Vocational  Education  Advisory  Committees 

Georgia  State  Advisory  Council  on  Vocational  Education 

State  Office  Building,  Room  303 

Atlanta,  GA  30334  4 

Handbook  for  Local  Advisory  Committees  in  Vocational  Education 
Missouri  State  Advisory  Council  on  Vocational  Education 
630  West  Main 
Jefferson  City,  MO  65101 

Local  Advisory  Committees 

Tennessee  State  Advisory  Council  on  Vocational  Education 
132  B.  Cordell  Hull  Building 
Nashville,  TN  37219 

Local  Advisory  Committee  Handbook 

Indiana  State  Advisory  Council  on  Vocational  Education 
524  Illinois  Building 
17  West  Market  Street 
Indianapolis,  IN  46204 

Pre-Service  Occupational  Program  Pop  Kit  1.6 
Illinois  Office  of  Education 

Division  of  Adult,  Vocational  and  Technical  Education 
100  North  First  Street 
Springfield,  IL  62777 

Who  Needs  Local  Advisory  Committees  for  Vocational  Education? 
Oklahoma  State  Advisory  Council  on  Vocational  Education 

4010  North  Lincoln  Blvd.,  Suite  201  i 

Oklahoma  City,  OK   73105 
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The  Advisory  Committee  and  Vocational  Education 
The  American  Vocational  Association 
1510  N.  Street,  NW 
Washington,  D.C.  20005 

Assignment:  Committee 

Texas  Education  Agency 

Department  of  Occupational  Education  &  Technology 

Austin,  TX  78701 

Samuel  M.  Burt,  If  I  Were  A  Member  of  a  Vocational  Education  Committee 
Industry  and  Vocational  Education 
February   1968 

Samuel   M.   Burt,   Strengthening  Volunteer  Industry  Service  to  Public  Education 
W.E.  Upjohn  Institute  for  Employment  Research 
300  S.  Westnedge  Avenue 
Kalamazoo,  MI   49007 

Richard  K.  Hostrand  and  Lloyd  J.  Phipps,  Advisory  Councils  for  Education 
Urban  Education  Development  Laboratory 
Department  of  Vocational  Technical  Education 
338  Education  Building 
University  of  Illinois 
Urbana,  IL  61801 

Involving  Citizens  and  Citizen  Groups  in  Planning  and  Evaluating  Occupational 
Educational  Programs 

North  Carolina  State  Advisory  Council  on  Vocational  Education 

Box  5312 

Raleigh,  NC  27607 

Loren  Martin  and  John  F.  Stephens,  A  Project  to  Develop  an  Instructional 
Packet  for  Advisory  Committees  in  Vocational  Education  to  be  Used  in  the 
Orientation  of  School  Personnel  and  Committee  Members,  Final  Report 

Utah  Research  Coordinating  Unit  for  Vocational  Education 

Salt  Lake  City,  UT 

My  Advisory  Committee  and  What  It  Can  Do  For  Me 
Texas  Education  Agency 

Department  of  Occupational  Education  and  Technology 
201  East  11th  Street 
Austin,  TX   78701 
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INTRODUCTION 


The  Long  Range  Building  Program  is  primarily  concerned  with  those  aspects 
of  agency  program  objectives  or  goals  which  require  physical  area  or  facilities. 
The  Montana  Code  Annotated  (MCA),  17-7-202  through  17-7-204  requires  a  format 
for  the  building  program  which  clearly  indicates  the  relationship  between 
facilities  utilization  and  operational  program  goals  and  objectives.  In  other 
words,  the  description  of  facility  needs  should  be  closely  related  to  long  range 
operating  program  needs.  This  will  be  accomplished  by  providing  an  analysis  of 
facilities  needs  at  all  major  program  levels,  statewide,  departmental,  divi- 
sional and  institutional   (depending  on  existing  organizational  structures). 

It  is  the  responsibility  of  each  agency  to  originate  the  building  program 
and  it  is  suggested  that  the  biennial  requirement  for  submission  of  this  plan 
should  be  only  part  of  the  continuing  program  of  agency  planning.  The  Architec- 
ture and  Engineering  Division  will  provide  consultation  and  assistance  in 
developing  and  completing  the  plans.  While  these  instructions  constitute  a 
general  framework  for  presenting  information  in  a  standardized  format,  agencies 
should  go  beyond  the  instructions  in  developing  techniques  of  planning  pro- 
gramming. 

Upon  submittal,  the  Architecture  and  Engineering  Division  will  analyze  each 
proposed  project  for  justification,  program  impact,  costs,  relationship  to 
overall  long  range  plans,  state  program  interrelationships,  social  and  economic 
impacts,  and  other  pertinent  factors.  The  Capital  Construction  Program  shall 
receive  the  most  attention  in  this  review  and  evaluation  process.  Finally,  in 
conjunction  with  the  Governor's  Office,  final  determination  of  a  Capital  Con- 
struction program  will  be  made  and  included  as  an  integral  part  of  the  budget 
documents  for  presentation  to  the  legislature. 
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M.C.A. 
L.R.B.P.  PROCEDURAL  AUTHORITY 


There  are  MCA  sections  number  17-7-202  through  17-7-204  which  read  .is 
follows : 

17-7-202.   PREPARATION  OF  BUILDING  PROGRAMS  AND  SUBMISSION  TO  DEPARTMENT  OF 

ADMINISTRATION. 

(1)  Before  July  1  of  each  even-numbered  year,  each  state  agency  and  institution 
shall  submit  to  the  department  of  administration,  on  forms  furnished  by  the 
department,  a  proposed  long  range  building  program,  if  any,  for  the  agency 
or  institution.  Each  agency  and  institution  shall  furnish  any  additional 
information  requested  by  the  department  relating  to  the  utilization  of,  or 
need  for,  buildings. 

(2)  The  department  shall  examine  the  information  furnished  by  each  agency  and 
institution  and  shall  gather  whatever  additional  information  is  necessary, 
and  conduct  whatever  surveys  are  necessary,  in  order  to  provide  a  factual 
basis  for  determining  the  need  for  and  the  feasibility  of  the  construction 
of  buildings.  The  information  compiled  by  the  department  shall  be  sub- 
mitted to  the  governor  before  December  1  of  each  even-numbered  year. 


17-7-203.   SUBMISSION  TO  LEGISLATURE. 

During  the  first  week  of  each  regular  legislative  session,  the  governor  sh.ill 
submit  to  the  legislature: 

(1)  the  requests  of  all  state  agencies  and  institutions  compiled  in  the  form  of 
a  comprehensive,  long  range  proposed  building  program,  including: 

(a)  the  purpose  for  which  each  building  would  be  used; 

(b)  the  estimated  cost  of  each  building,  including  necessary  land  acquisi- 
tion; 

(c)  the  reasons  given  by  the  institution  or  agency  for  needing  each  build- 
ing; 

(d)  a  priority  order  recommended  by  the  agency  or  institution  for  each 
building; 

(e)  the  recommendation  of  the  institution  or  agency  as  to  when  each  build- 
ing is  needed; 

(f)  any  comments  of  the  governor; 

(2)  a  building  program  proposed  by  the  governor  for  the  forthcoming  biennium  in 
the  form  of  a  capital  construction  budget,  including: 

(a)  the  purpose  for  which  each  building  would  be  used; 

(b)  the  estimated  cost  of  each  building  and  necessary  land  acquisition; 

(c)  the  reasons  for  the  governor's  recommendation  to  construct  each  build'- 
ing  during  the  forthcoming  biennium; 

(d)  the  proposed  method  of  financing  for  each  building; 

(e)  any  long  range  building  plans; 

(f)  any  changes  in  the  law  necessary  to  ensure  an  effective,  well  coor- 
dinated building  program  for  the  state. 
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17-7-204.   LONG  RANGE  BUILDING  PROGRAM. 

The  executive  budget  for  all  state  agencies  shall  include  detailed  recommenda- 
tions for  the  state  long  range  building  program  presented  in  a  priority  listing. 
Each  recommendation  shall  be  presented  by  department,  institution,  agency  or 
branch  by  funding  source,  with  a  description  of  each  proposed  project,  an  ex- 
planation of  the  problem  to  be  addressed  by  the  proposed  project,  alternative 
methods  of  addressing  the  problem,  the  rationale  for  the  selection  of  a  particu- 
lar alternative  and  the  projection  of  increased  operating  costs  incident  to  the 
project  for  the  next  three  (3)  bienniums. 

DEFINITIONS 

The  following  terms  are  defined  because  of  their  significance  to  the  Long 
Range  Building  Program.  It  is  important  to  note  that  capital  projects  are  to  be 
distinguished  from  maintenance  and  repairs  as  defined  below.  Maintenance  and 
repair  items  are  NOT  to  be  included  in  Long  Range  Building  Program  project 
requests.   (See  Item  4,  Maintenance  and  Repairs.) 

1.  Long  Range  Building  Program  is  a  six-year  schedule  of  capital  expenditures 
listing  needed  projects,  their  estimated  costs,  and  other  such  material  as 
necessitated  by  M.C.A.  17-7-202  through  17-7-204.  The  purpose  of  the  Long 
Range  Plan  is  to  identify  the  overall  facility  needs  of  the  state  from 
which  a  specific  program  can  be  developed. 

2.  The  Capital  Construction  Program  constitutes  the  first  two  years  of  the 
Long  Range  Building  Program.  This  is  the  period  for  which  funds  are  re- 
quested. While  developing  project  requests  for  this  program,  special 
attention  must  be  given  to  the  accuracy  of  cost  estimates,  the  assignment 
of  priorities,  the  identification  of  funding  sources,  the  examination  of 
alternatives,  the  explanation  of  the  problem  being  addressed,  the  descrip- 
tion of  the  project,  and  the  inclusion  of  all  projects  required  to  meet 
specific  goals  during  the  biennium  ahead. 

3.  A  capital  project  is  defined  to  include:  acquisition  of  land  and  buildings 
or  improvements  and  additions  to  these,  construction  and  initial  equipment; 
reconstruction;  significant  demolition;  major  alteration  of  new  or  present- 
ly owned  capital  assets. 

4.  Maintenance  and  repairs  consist  of  normal  upkeep  or  restoration  work  to 
keep  fixed  assets  and  their  attached  fixtures,  such  as  buildings  or  improve- 
ments, in  their  present  condition  or  state  of  usefulness,  to  prevent  their 
deterioration  or  to  restore  them  to  their  previous  condition.   Provision 
for  such  w  rk  should  be  included  in  the  regular  operating  budget  requests. 

Examples  of  maintenance  and  repairs  are: 

a.  Painting  and  decorating.  An  exception  would  be  work  done  at  the  time 
of  original  construction,  change  of  function,  or  major  alteration. 

b.  Repairs  to,  or  replacement  of,  fixed  equipment  or  their  components 
which  do  not  extend  capacity  or  function.  An  exception  would  be 
repairs  to,  or  replacement  of,  fixed  equipment  at  the  time  of  major 
alteration  or  change  of  function. 
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c.  Repairs  which  are  necessary  to  prevent  deterioration,  or  which  restore 
a  building  to  its  previous  condition  without  extending  the  life  of  the 
building,  such  as  a  roof  repair.  An  exception  would  be  repairs  such 
as  a  complete  roof  replacement. 

5.  A  major  alteration  is  a  project  which  will  increase  the  capacity,  effect  a 
major  change  in  use,  increase  the  efficiency  or  economy  of  operation,  or 
extend  the  life  of  an  existing  fixed  asset  to  a  major  degree. 

6.  Capital  project  estimates  should  include  and  identify  pre-construction 
costs  of  site  acquisition  and  surveys,  soil  tests,  architectural  and  en- 
gineering services,  initial  equipment,  landscaping  and  site  development, 
contingencies,  and  the  like.  Particular  care  should  be  taken  to  include 
all  indirect  costs,  such  as  additional  utilities  required  to  serve  new 
buildings  and  the  necessary  operational  costs  upon  occupancy  of  the 
facility. 

7.  Fixed  equipment  is  original  equipment  that  is  permanently  attached  to  the 
real  estate  by  plumbing,  wiring,  or  structural  connections.  Such  equipment 
should  be  included  as  an  integral  part  of  the  facilities  project. 

8.  Movable  equipment  is  original  equipment  that  is  not  attached  to  the  real 
estate  or,  if  attached,  can  be  removed  without  cutting  and/or  unfastening 
the  connection.  Items  such  as  beds,  wardrobes,  refrigerators,  and  desks 
are  examples  of  movable  equipment. 

9.  Scope  of  project  is  a  synopsis  of  all  the  project  parameters  defined  in  the 
Capital  Project  Request  Form.   It  includes,  but  is  not  limited  to,  items 
such  as:   the  project  description,  the  impact  on  existing  facilities,  the   A 
explanation  of  the  problem  being  addressed,  the  estimated  cost,  and  the 
number  of  people  to  be  served  by  the  facility. 

PROCEDURE  FOR  COMPLETING  LONG  RANGE  BUILDING  PROGRAM  FORMS 

Project  Priority  Table 

This  form  serves  as  a  summary  sheet  for  capital  project  proposals,  being  es- 
pecially applicable  to  those  projects  requested  as  part  of  the  Capital  Construc- 
tion Program.   When  completed,  it  should  provide  a  brief  overview  of  the  particu- 
lar agency's  program  regarding  projects,  priorities,  and  costs. 

Department/agency :  Enter  the  appropriate  agency  or  level  of  management  which  is 
establishing  the  project  priorities,  such  as  Warm  Springs  State  Hospital  or  the 
Department  of  Institutions. 

Biennium:  Designate  the  biennium  for  which  the  project  priorities  list  was 
established. 

Priority:  Rank  the  proposed  projects  in  order  of  importance.  It  is  essential 
that  succeeding  levels  of  management  reviewing  projects  requested  also  establish 
priorities,  especially  regarding  the  Capital  Construction  Program. 
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Project  title:  Enter  the  title  identifying  the  project,  coinciding  with  that 
included  in  the  Capital  Project  Request  Form. 

Rationale  for  priority  ranking:  Give  reasons  why  a  particular  project  priority 
was  established.   The  justification  should  be  based  on  items  such  as: 

(1)  Is  the  project  critical  to  the  continuation  of  a  current  level  program? 

(2)  Does  the  project  improve  conditions  that  threaten  life  or  property  or 
involve  improvements  to  comply  with  state  or  federal  regulations? 

(3)  Will  the  project  demonstrate  a  savings  in  operational  costs  that  could 
offset  the  capital  investment  over  a  relatively  short  period  of  time? 

(4)  Does  the  project  accommodate  a  program  expansion  over  which  no  control  can 
be  exercised  by  state  government? 

(5)  Will  the  project  facilitate  a  better  utilization  of  an  existing  facility  or 
the  adaptation  of  it  to  a  change  in  program  direction? 

(6)  Does  this  project  continue  or  complete  a  project  that  has  been  previously 
authorized  and/or  funded? 

Cost:  Enter  the  TOTAL  project  cost  as  estimated  in  the  Capital  Project  Request 
Form. 

Source  of  funds:  Identify  the  specific  source  (sources)  of  funds  from  which  the 
particular  project  is  proposed  to  be  funded.  In  each  case  identify  all  funding 
sources  so  that  the  total  project  cost  is  apparent. 

Capital  Project  Request  Form 

The  form  presents  the  basic  information  required  for  all  Long  Range  Building 
Program  project  proposals.  When  completed,  it  should  contain  the  facts  which 
will  enable  a  realistic  evaluation  of  the  need,  cost,  and  priority  for  each 
project  included  in  the  proposed  program. 

Project  title:  A  concise,  descriptive  title  which  clearly  identifies  the  pro- 
ject. For  example,  Construct  Music  Building  Addition.  If  the  particular  pro- 
ject continues  or  completes  an  existing  project,  or  if  it  is  envisioned  as  Phase 
I  of  a  total  project,  an  explanation  (reference)  should  be  included  here  as  well 
as  in  other  applicable  areas. 

Project  priority:  Agencies  should  number  all  projects  submitted  to  the  Capital 
Construction  Program  in  order  of  priority.  When  agency  programs  are  reviewed  at 
a  department  or  higher  level,  priorities  should  again  be  established.  Further- 
more, at  all  levels  of  management  the  Rationale  for  Priority  Ranking,  as  listed 
on  the  preceding  page,  should  be  one  of  the  basic  criteria  for  establishing 
particular  project  priorities.  For  ensuing  biennia  priority  numbers  do  not  need 
to  be  included  unless  they  have  been  determined. 

Biennium:  Designate  the  biennium  for  which  the  project  is  being  requested  and 
group  projects  by  the  biennium  in  which  they  are  planned. 
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Department:  Enter  the  department  under  which  the  project  wiLl  be  submitted, 
such  as  the  Department  of  Institutions. 

Agency /program:  Enter  the  appropriate  information  regarding  organizational 
structure,  such  as  Boulder  River  School  and  Hospital/Care  and  Custody. 

A.  This  project:   Self-explanatory,  check  the  appropriate  description. 

B.  Location:  Describe  the  project  location  as  it  relates  to  adjacent  build- 
ings, the  overall  campus  or  complex,  or  other  elements  appropriate  to  the 
particular  project.  Also  check  the  appropriate  descriptions  and  if  special 
conditions  or  problems  exist,  include  an  explanation  on  the  General  Nar- 
rative Form. 

C.  Description  of  facility,  general  description:  Include  a  clear,  concise 
description  of  the  project  so  that  its  nature  can  be  quickly  understood  and 
so  that  it  can  be  related  to  program  objectives.  Supporting  data  and 
additional  information  should  be  footnoted  and  included  in  the  General 
Narrative  Form.  This  description  should  include,  but  not  be  limited  to, 
the  following: 

1.  Explanation  of  the  project.  Is  it  a  new  facility,  major  alteration, 
an  addition,  an  acquisition,  etc.? 

2.  List  of  the  activities  and  functions  to  be  accommodated  by  the  pro- 
ject. 

3.  Reference  as  to  whether  or  not  future  expansion  of  the  project  is 
considered . 

4.  Statement  of  applicable  mechanical  and  electrical  considerations. 
Will  the  facility  be  connected  to  central  heating  plant  or  will  it 
have  a  separate  system?  Will  utilities  such  as  gas,  water,  sewers  or 
electricity  need  to  be  expanded? 

5.  Preliminary  review  of  specialized  equipment  and  furnishing  required 
for  the  facility. 

Impact  on  existing  facilities:  Include  the  relationship  of  the  project  to  other 
projects  (facilities),  both  existing  and  planned.  How  completion  of  the  project 
will  affect  the  utilization  of  other  facilities  should  be  discussed.  Questions 
such  as  "Does  the  project  release  an  existing  facility  for  demolition,  major 
alteration,  or  other  use?"  should  be  addressed.  The  concern  is  primarily  to 
ascertain  whether,  and  if  so  to  what  extent,  existing  facilities  will  be  im- 
pacted by  the  project.  If  no  impact  is  expected,  enter  the  word  "none."  Addi- 
tional information  should  be  included  in  the  General  Narrative  Form. 

Number  to  be  served  by  facility:  Indicate  the  type  and  number  of  personnel, 
such  as  teachers,  staff,  patients,  students,  etc.,  to  be  accommodated  directly 
by  project  on  a  day-to-day  basis. 

Functional  space  requirements:  Enter  the  functional  space  requirements  for  the 
facility  which  have  been  justified  through  a  need  analysis  of  the  project.  In 
general,  this  can  be  defined  as  the  net  area  requirements  for  the  facility  as 
contracted  to  the  overall  gross  area.  For  example,  net  area  does  not  include 
square  footage  dedicated  to  circulation  or  actual  construction  space;  this  is 
normally  considered  part  of  the  gross  area.  (Also  commonly  used  is  assignable 
versus  nonassignable  area,  where  assignable  area  is  the  figure  requested 
herein. ) 
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D.  Explanation  of  the  problem  being  addressed:  Describe  why  the  particular 
project  is  needed,  what  problems  it  addresses,  and  the  consequences  of 
postponing  or  disapproving  the  project.  Inclusion  of  supporting  data,  such 
as  the  capacity  versus  existing  and  projected  demand,  patient  treatment 
policies  or  educational  curriculum  trends  would  be  beneficial  as  well.  If 
a  project  is  submitted  as  a  means  of  improving  program  efficiency,  include 
data  as  to  how  the  project  will  reduce  costs  or  improve  service. 

E.  Alternatives  considered:  Present  three  (if  possible)  realistic  alternative 
methods  of  addressing  the  problem.  This  may  include  a  suggestion  of 
phasing  a  particularly  large  or  complex  project  or  of  "retrofitting"  por- 
tions of  existing  facilities  in  conjunction  with  a  reduced  level  of  new 
construction.  Each  alternative  listed  should  have  a  corresponding  esti- 
mated cost.   Include  additional  information  in  the  General  Narrative  Form. 

Rationale  for  selection  of  a  particular  alternative:  Explain  why  one  alterna- 
tive was  chosen  and  others  rejected.  They  may  relate  to  such  things  as  program 
trends  or  policies,  projected  demands,  or  cost/benefit  factors. 

F.  Estimated  cost  of  project:  Determine  a  total  project  cost  by  completing 
the  appropriate  line  items.  The  total  cost  should  be  further  described  by 
the  proposed  funding  source  or  sources,  and  if  earmarked,  local,  or  federal 
funds  are  involved,  they  should  be  identified.  Any  funding  of  this  type 
should  be  subtracted  from  the  total  cost  so  that  the  amount  of  state  funds 
required  can  be  determined. 

"Special  care  should  be  taken  to  anticipate  the  probable  bid  date  of  the 
project  in  order  to  reduce  the  effect  inflation  will  have  on  the  project 
budget.  Also,  in  projects  such  as  "General  Campus  Improvements,"  the 
construction  cost  should  be  further  analyzed  on  the  General  Narrative  Form 
through  a  breakdown  of  the  project  by  work  area  and  its  corresponding 
estimate. 

G.  Estimated  operational  cost  at  completion,  expected  completion  date:  Enter 
the  month  and  year  that  the  project  should  be  ready  for  operation. 

Number  of  additional  personnel  required:  Indicate  the  additional  number  of 
faculty,  professionals,  clerical,  maintenance  personnel,  etc.,  required  to 
adequately  operate  and  maintain  the  facility  when  completed. 

Additional  funds  required  when  project  is  in  full  operation:  Completion  of  this 
section  will  permit  consideration  of  the  total  financial  impact  of  the  project. 
Space  is  provided  for  three  beinnia,  and  in  almost  all  cases  the  completion  date 
of  the  project  will  fall  so  that  it  will  be  brought  into  operation  for  only  a 
part  of  the  first  biennium.  Indicate  expected  increased  or  decreased  costs  of 
personal  services,  operating  expenses,  and  maintenance  expenses,  including 
specified  extra  costs  of  opening  the  facility  for  use.  Personal  services  in- 
cludes cost  of  operating  and  maintaining  the  facility,  such  as  professional, 
clerical,  and  custodial  personnel.  Operating  expenses  include  the  cost  of  using 
the  facility,  such  as  fuel,  suppplies,  and  normal  equipment  replacement. 
Maintenance  expenses  include  the  costs  of  keeping  the  facility  in  working  condi- 
tion, such  as  repainting,  cleaning  supplies,  maintenance  contracts  and  the  like. 
If  the  project  will  produce  revenue,  enter  the  total  estimated  revenue  for  each 
biennium  of  operation  on  the  General  Narrative  Form. 
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General  Narrative  Form 

This  form  should  be  used  for  any  additional  information,  material  or  data  which 
cannot  be  completed  or  included  elsewhere  in  the  Long  Range  Building  Program  ( 
format. 
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CERTIFICATION  OF  PERSONNEL 
REQUIREMENTS  AND  STAFFING  PATTERNS 
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CERTIFICATION 


The  certification  requirements  of  the  Office  of  Public  Instruction  as  adopted  by 
the  Board  of  Public  Education  are  applicable  to  the  vocational-technical  centers 
of  Montana . 

Required  documentation  includes: 

1.  a  copy  of  an  official  transcript  for  each  institution  of  higher  educa- 
tion; 

2.  proof  of  high  school  graduation  or  GED  certificate  if  attendance  at  an 
institution  of  higher  education  is  not  evident; 

3.  completed  application  for  teacher's  or  administrator's  certificate; 

4.  verification  of  work  experience  as  required  for  vocational  education 
teaching  certificates. 

Copies  of  the  application,  verification  of  work  experience,  inservice  education 
guidelines  for  recertif ication  equivalency,  and  individual  study  guidelines  for 
recertification  equivalency  follow. 
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I 


f 


This  section  to  be  completed  by  OPI. 

(Section  20-4-109,  MCA) 

FEE  INFORMATION 

Make  checks  payable  to: 

Superintendent  of  Public  Instruction 

Ik  Filing  Fee  (additional  charge 

^  for  first  time  applicants  only) 

II  Classes  1,  2,  3,  4  or  6  (5  years) 

I  Class  5  (3  years) 

I  I  Class  5(1  year) 


Class(es) 

Total  Fee 
New 


$2.00 

10.00 
6.00 
2.00 


□    Renewal 
Date  Mailed:  /  / 


L]    Reinstatement 


CERTIFICATE  APPLICATION 

TEACHER-ADMINISTRATOR-SPECIALIST 

State  of  Montana 

Office  of  Public  Instruction 

Ed  Argenbright 

State  Superintendent 

State  Capitol 

Helena,  Montana  59620 


NOTICE 

INCOMPLETE  APPLICATION  FILES 

WILL  BE  RETURNEO  WITHOUT  ACTION 

If  your  application  is  more  than  1  year  old 
do  not  complete.  You  will  need  to  reapply. 
(Check  date  mailed  in  top  left  box.) 
Please  check: 

D  Are  all  applicable  sections  of  the  ap- 
plication completed? 

□  Are  official,  legible  transcripts  in- 
cluded? 

□  Have  you  submitted  test  results  for  the 
National  Teacher  Exam?  (Required 
after  7/1/86  for  initial  certification  or 
reinstatement  of  lapsed  certificates.) 

□  Is  your  fee  enclosed? 

Transcripts  become  part  of  your  perma- 
nent file  and  will  not  be  returned  or  dupli- 
cated. 


INSTRUCTIONS 

Applicants  for  Initial  Certification  or  for  an  Additional  Class  or  Level  of  Certificate 

a.  Complete  sections  1  through  1  1 . 

b.  Attach  a  complete  set  of  official  transcripts  and  send  this  form  for  completion  of  section  1  5  to  the  Dean  of  Education  of  the  college  whose 
teacher  education  program  requirements  you  have  completed  or  to  the  college  where  you  plan  to  fulfill  professional  requirements.  The  college 
will  return  the  application  to  you  for  completion  of  sections  12  through  14  (and  your  signature  on  section  1  5E,  if  applicable). 

c.  Submit  the  completed  application  with  transcripts  and  fee  to  the  Office  of  Public  Instruction. 


The  above  instructions  reflect  the  protection  accorded  you  by  right  to  privacy  legislation.  If  you  do  not  wish  to  avail  yourself  of  these  provi- 
sions, complete  the  application  in  its  entirety  (include  fee  and  transcripts)  and  forward  to  your  college  for  completion  of  section  1  5.  Instruct 
your  college  to  forward  the  complete  file  to  the  Office  of  Public  Instruction  for  processing. 


Applicants  for  Renewal  or  Reinstatement 

a.  Complete  sections  1  through  14. 

b.  Attach  transcripts  of  your  renewal  or  reinstatement  credits  along  with  the  appropriate  fee  and  forward  to  the  Office  of  Public  Instruction. 


1. 


Folio  Number 

(if  previously  assigned) 


2.    Last  Name 


First  Name         Middle  Name         Former  Name(s) 


3.    Date  of  Birth 


Mailing  Address: 
(Street,  RFD,  P.O.  Box) 


Mo.  Day  Year 


City 


State 


Zip 


5.    Social  Security  No. 

/ / 


6.    Phone 
Home (  L 

Business  (  L 


(Section  20-4-106,  MCA) 

7.         Please  indicate  the  certificate(s)  for  which  you  are  applying. 

I  I    Elementary  I  I    Secondary       5-12 


Teaching: 
Administrative: 

Vocational: 

Specialist: 
Provisional: 


7-12  LI    Bachelor's  Degree  D    5th  Year  D    Master's  degree 


I  I    Elementary  Principal 

I  I    Supervisor  (list  specific  area) 

I  I    Non-Degree 
List  specialty: 


I  I    Secondary  Principal       5-12 7-12 


H    Superintendent 


Bachelor's  Degree 


Master's  Degree 


School  Psychologist 


I  I    Teaching 

I  I    Administrative 

I  I    School  Psychologist 


[  ]    Elementary 

U    Elementary  Principal 

[]    Superintendent 


□  Secondary 5- 1  2 7-1  2 

□  Secondary  Principal  _     5-1  2  _      _7-12 

D    Supervisor 


List  Specific  Area 


(Section  20-4-102,  MCA  and  ARM  10.57.201,  208,  402) 
8.         Earned  Credit  Requirement 

For  first  certificate,  show  all  college  training.  For  renewal  or  reinstatement  show  only  credits  earned  since  issue  date  of  last  certificate. 

Transcripts  are  required  for  all  credits  listed.   (Inserv'ce  credits  previously  approved  by  Montana  Office  of  Public  Instruction,  extension  credits 

and  correspondence  credits  will  apply  for  renewal  or  reinstatement  only.) 


Institution 

Address 

Dates  / 
From 

kttended 

To 

Total  Cred 
Semester 

ts  Earned 
Quarter 

Degree 
Awarded 

\ 

Class  of  last  Montana  certificate  held: 
Date  issued:  /  / 


10.    Specify    the    school    year    for    which    this    certificate    is 
being  requested.  Beginning  September  1 9 


BC01,  4/86 
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(Section  20-4-102,  MCA  and  ARM  10.57.204,  401,  402,  403,  404,  405,  501) 
1  1 .      Verification  of  Experience: 

Initial:  Class 


Class 
Class 


Verify  three  (3)  years  of  successful  teaching  experience,  the  majority  of  which  must  have 

been  obtained  in  a  K- 12  setting. 
Verification  of  experience  is  unnecessary. 
Administrative:  Separate  form  required. 


Renewal: 


Rennwal  of  all  cortifirnloB  loquirns  vitrification  of  onn  (  1  )  yom   of  nppmpnnln.   nucciiHdfiil  oxpminncn  (fur 
prn(  ikIio(|  fivn  ynm  pnilod.  (If  ■uhrililutn  IniK.hinu,  Ih  prnnniilod  toi  inntiwtil  of  n  I n m  I m i|j  i  or hticuta.  a  total 
days  must  bo  venfiod  ) 
List  your  3  most  recent  teaching  or  administrative  experiences,  including  dates. 


ing  tlrt 
of  100 


School 

Address 

Supervisor 

From 

To 

The  following  statement  must  be  completed  by  a  supervisor  in  the  district  where  the  experience  was  gained.  (If  the  required  experience  was 
obtained  in  more  than  one  school  district,  official  verification  on  school  letterhead,  signed  by  a  school  supervisor,  may  be  attached.) 


(Applicant) 
substitute 


,  part-time 


has  served  as  a 


,  full-time 


in  the 


School  District  on  a 


basis. 


School  Year  Role  Grade(s) 

I  hereby  affirm  that  this  experience  was:  Satisfactory  Unsatisfactory 


Exact  number  of  days  served  if  less  than  full-time. 
(Attach  letter  of  explanation  if  unsatisfactory.) 


Signature 


Present  Title 


Date 


Printed  Name 


Title  at  time  of  Applicant's  service 


District 


Address 


Telephone 


YES' 


NO 


(Section  20-4-1 10  and  20-4-104,  MCA) 
12.      Have  you  ever: 

A.  Had  a  diploma  or  certificate  denied,  revoked  or  suspended? 

B.  Surrendered  a  certificate? 

C.  Been  named  as  a  defendant  in  any  legal  action  or  proceeding,  besides  a  minor  traffic  offense? 

D.  Been  dismissed  from  any  teaching,  administrative  or  specialist  position  for  reason  of  poor  conduct  or  failure 
to  adequately  discharge  services  as  a  teacher,  administrator  or  specialist? 

E.  Been  dismissed  from  any  teaching,  administrative  or  specialist  position  for  refusal  (verbally  or  through  action) 
to  obey  the  laws  regulating  the  duties  of  persons  working  in  public  schools? 

F.  Been  dismissed  from  any  teaching,  administrative  or  specialist  position  for  failure  or  refusal  to  fulfill  a  con- 
tract of  employment  entered  into  with  any  school  district? 

If  the  answer  to  any  of  the  above  questions  is  yes,  attach  a  separate  sheet  and  explain  in  detail.  Be  sure  to 
sign  and  date  the  explanation. 


(Section  20-4- 104(b),  MCA) 
1 3.      Health  Certificate: 

To  be  completed  by  a  licensed  physician  or  designee.  Health  examinations  more  than  one  (1)  year  old  cannot  be  accepted. 

I  hereby  certify  that  I  have  this  day  personally  examined 

and  found  him/her  to  be  in  satisfactory  health. 


(Applicant) 


,     19 


City  State  Date  of  Exam  Signature  of  Examining  Physician  or  Designee 

Failure  to  have  this  health  certificate  signed  by  a  licensed  physician  or  designee  attesting  to  your  satisfactory  health  disqualifies  you  for  cer- 
tification at  this  time.  You  may  reapply  at  any  time  your  health  problem  is  cleared  by  an  updated  health  certificate. 

14.      Oath:  Applicant  must  subscribe  to  the  following  oath  or  affirmation  before  an  officer  authorized  by  law  to  administer  oaths: 

State  of 
County  of     __^^_ 


I  solemnly  swear  (or  affirm)  that  I  will  support  the  Constitution  of  the  United  States  of  America  and  the  Constitution  of  the  State  of  Montana 
(Section  20-4-104,  MCA). 

All  statements  made  in  this  total  application  are  true  and  correct  to  the  best  of  my  personal  knowledge. 

Signature  of  Applicant 

Subscribed  and  sworn"  before  me 

this day  of ,  1  9 .  Notary 

My  Commission  Expires ^k 
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STATE  OP  MONTANA  PLAN  OF  PROFESSIONAL 

I0FFICE  OF  PUBLIC  INSTRUCTION  INTENT  FOR  CLASS  4C 

ID  ARGENBRIGHT,  SUPERINTENDENT  (TEMPORARY)  VOCATIONAL 

1  P^ENA,  MONTANA  59620  CERTIFICATE 

»o  the  applicant:   This  form  is  to  be  completed  in  duplicate.   Keep  one  copy  for  your  records, 
ign  and  return  the  other  copy  with  the  application  and  fee. 

inimum  preparation  is  high  school  diploma  or  equivalency  and  experience  as  required  under  CLASS 
TEACHING  CERTIFICATE  POLICY. 


. 


To  be  completed  by  the  appropriate  official  in  the  Office  of  Public  Instruction. 
1.    Evidence  has  been  received  of  completion  of  the  following  prerequisites. 

High  school  diploma  or  equivalency 

Experience  as  required 


2.    In  order  to  qualify  for  the  Class  4B  |    ~|   4A  |    ~|  certificate,  the  applicant  must 
complete  the  following,  checked  as  needed: 


Requirement 

Needed 

Completed  or 
substituted  by: 

Fifteen  quarter    (10   semester)   credits   of  college  work   in 
general   background   courses   distributed   in  at    least    three   of 
the    following   fields,    selected  by   the   student   to   strengthen 
his   specialized  vocational   area:      English,    social    studies, 
humanities,    science,   mathematics. 

College   courses   in   the    following: 

Principles   and/or  philosophy  of  Vocational-Technical 
Education 

A           Curriculum  construction    in  Vocational-Technical 
W           Education  or  Job  Analysis 

Instructional  materials   and   devices    in  Vocational- 
Technical   Education 

Teaching  methods — Vocational-Technical   subjects 

Vocational-Technical  organization  and  management 

Vocational   guidance 

Ten   credits   or   a  minimum  of  150  clockhours   of   student 
teaching.      Two   years   successful   teaching  experience   on 
a  Class  4C    (Temporary)   certificate  may  be    substituted 
for   the    student   teaching   requirement. 

Other:      (Specify) 

In  consideration  of  Sections  1  and  2  above,  I  recommend  that  the  applicant  be  granted 
a  Class  4C  (Temporary)  Vocational  certificate  endorsed  for:   


Date 


Signature 
Title 


Appropriate  Otticial 


B.   To  be  completed  by  the  applicant: 

I  understand  that  the  Class  4C  (Temporary)  Vocational  Certificate  is  issued  for  five 
years  and  is  NOT  RENEWABLE. 


4A 


I  understand  that  in  order  to  becone  eligible  for  Class  4B 
certification  I  must  complete  requirements  checked  as  nee*"*d  above 

Date   Signature  


mec6 
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VERIFICATION  OF  WORK  EXPERIENCE  REQUIRED 
FOR  VOCATIONAL  EDUCATION  TEACHING  CERTIFICATE 


NOTE:  One  of  the  requirements  for  granting  certificates  to  teach  vocational 
education  is  the  verification  of  successful  working  experience  in  the  field.  As 
it  is  necessary  to  have  an  official  record  of  this  employment,  please  furnish 
the  following  information  which  is  authorized  as  follows: 


(TO  BE  COMPLETED  BY  APPLICANT) 
I,_ 


Full  Name  (Signature)                      Present  Address 
in  making  application  for  a  certificate  to  teach 


Name  of  Course 
authorize  my  former  employer, 


Name  of  Firm       Address  of  Firm 
to  furnish  the  Office  of  Public  Instruction  the  following  information: 


(TO  BE  COMPLETED  BY  EMPLOYER) 

1.    The  above  named  person  was  employed  by  from 

(Firm) 

^ to  ,  a  period  of  .   This  was 


t 


-time  employment.   If  part-time,  please  giv^  total  hours  worked  . 

2.    He  was  employed  as  a .   Briefly 

(Job  Classification) 

describe  the  duties  of  this  position. 

If  additional  information  is  available,  please  use  reverse  side. 

Firm: 


Address : 


Return  to  the  attention  of: 

Certification  Services  Signed  by: 


(Name  &  Title) 
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1NSERVICE  EDUCATION  GUIDELINES 
FOR  RECERTIFICATION  EQUIVALENCY 


September  1984 
(Adopted  March  1976) 


OFFICE  OF  PUBLIC  INSTRUCTION 
STATE  CAPITOL 
HELENA,  MONTANA  59620 
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Inservice  Education  Guidelines 

These  specific  guidelines  are  designed  to  supplement  current  Board  of  Public 
Education  certification  policies  206  and  207(3). 

Definitions 

"Inservice  education"  is  a  program  of  systematic  activities  designed  to  increase 
the  competencies  of  instructional  and/or  administrative  personnel  in  the  per- 
formance of  their  work.  "Competencies"  are  the  skills  and  knowledge  required 
for  individuals  to  perform  with  maximum  effectiveness. 

Requests 

Agencies  that  desire  to  implement  an  inservice  education  program  that  would 
count  for  recertif ication  purposes  must  provide  the  Superintendent  of  Public 
Instruction  with  a  proposed  plan  in  advance  of  the  program.  The  proposal  should 
outline: 

1.  Teacher  and  community  needs  to  be  met. 

2.  The  method  for  identifying  these  needs. 

3.  The  resources  to  be  used  to  meet  the  identified  needs  (e.g.,  con- 
sultants, trainers,  materials). 

4.  The  specific  objectives  to  be  accomplished  by  the  plan. 

5.  The  number  of  hours  of  inservice  to  be  provided. 

6.  Based  on  the  hours  and  the  intensity  of  the  inservice  program,  the 
number  of  renewal  credits  proposed. 

7.  The  number  of  people  to  be  involved. 

8.  The  means  for  evaluating  objectives. 

Review  Process 

A  proposed  inservice  education  plan  to  be  used  for  recertif ication  purposes  will 
be  reviewed  by  a  committee  of  Office  of  Public  Instruction  staff  members  (always 
including  the  Director  of  Teacher  Education,  Certification  and  Staff  Develop- 
ment) appointed  by  the  State  Superintendent  of  Public  Instruction.  Other  con- 
sultants will  be  used  when  appropriate  and  necessary  for  evaluation.  Examples 
of  committee  composition  are: 

1.  An  inservice  plan  calling  for  training  in  a  basic  understanding  of 
special  education  would  be  reviewed  by  the  State  Superintendent  or  a 
deputy  or  assistant  superintendent,  the  Director  of  Teacher  Education, 
Certification  and  Staff  Development  and  other  appropriate  subject  area 
staff. 

2.  An  inservice  plan  calling  for  training  in  a  variety  of  new  instruc- 
tional techniques  before  implementing  an  experimental  program  at  the 
elementary  level  would  be  reviewed  by  the  State  Superintendent  or  a 
deputy  or  assistant  superintendent,  the  Director  of  Teacher  Education, 
Certification  and  Staff  Development  and  other  appropriate  subject  area 
staff.   In  addition,  a  higher  education  consultant  might  be  included. 


11-37 


Criteria  for  reviewing  an  inservice  education  plan  will  include  but  not  neces- 
sarily be  limited  to  the  following: 

1.  What  procedure  was  used  to  identify  the  needs  to  be  met  by  an  in- 
service  program?  (Were  many  people  consulted  or  was  the  decision  made 
unilaterally?   What  is  the  intensity  of  the  need?) 

2.  Has  the  plan  been  given  adequate  thought?  (Are  the  objectives  listed? 
Do  the  objectives  pertain  to  improving  specific  staff  competencies? 
Does  the  plan  address  the  objectives  in  a  sequential  and  logical 
manner?) 

3.  Have  the  qualifications  of  any  trainers  or  consultants  been  enumer- 
ated?  (How  were  they  identified?) 

4.  Does  the  inservice  plan  provide  the  time  and  intensity  to  qualify  for 
the  number  of  renewal  credits  proposed?  (A  general  standard  is  10 
hours  of  training  or  study  for  one  quarter  hour  of  renewal  credit.) 

5.  Is  an  evaluation  plan  included,  and  does  it  test  whether  the  objec- 
tives will  be  met? 

A  reply  concerning  approval,  nonapproval  or  the  need  for  clarification/nego- 
tiation will  be  sent  within  two  weeks  after  the  plan  is  received  by  the  State 
Superintendent's  office.  The  State  Superintendent  will  submit  to  the  Board  of 
Public  Education  a  report  on  the  nature  and  disposition  of  all  proposed  plans. 
Denials  may  be  appealed  to  the  Board. 

All  approved  inservice  education  plans  used  for  recertif ication  will  be  con- 
verted into  quarter-hour  renewal  credits.  The  State  Superintendent  will  indi- 
cate the  number  of  renewal  credits  to  be  allowed  for  recertif ication  under  the 
plan.  Renewal  credits  awarded  will  apply  only  to  certification  renewal  or 
reinstatement.  Using  them  to  count  as  college  credits  or  for  credit  on  salary 
schedules  are  matters  under  the  exclusive  jurisdiction  of  the  college  or  local 
school  district. 


Recertif ication  Procedures  Involving  an  Inservice  Education  Program 

An  agency  that  has  received  approval  to  proceed  with  an  inservice  education 
program  for  the  purposes  of  recertif ication  must  upon  completion  of  the  inser- 
vice program,  provide  the  following: 

1.  A  notice  of  completion,  issued  by  an  appropriate  administrative  of- 
ficial of  the  agency,  to  each  person  successfully  completing  the 
inservice  program.  (The  notice  of  completion  must  include  the  name  of 
the  individual  completing  the  program,  the  name  of  the  inservice 
program,  the  number  of  credits,  the  date  completed,  and  the  signature 
of  the  appropriate  official.  Individuals  who  have  successfully  com- 
pleted an  approved  inservice  education  program  must  be  told  that  they 
are  to  provide  a  copy  of  their  completion  notice  with  their  applica- 
tion when  seeking  recertification. ) 

2.  A  complete  list  of  all  people  satisfactorily  completing  the  inservice 
education  program  to  the  State  Superintendent  of  Public  Instruction. 
(The  list  shall  also  include  the  location  of  the  agency,  the  name  of 
the  inservice  course,  the  date  the  program  was  approved,  the  date  of 
completion  and  the  signature  of  an  appropriate  administrative  official 
of  the  agency. ) 
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OFFICE  OF  PUBLIC  INSTRUCTION 
STATE  CAPITOL 
HELENA,  MONTANA  59620 
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Individual  Study  Guidelines 

These  specific  guidelines  are  designed  to  supplement  current  Board  of  Public 
Education  certification  policy  206. 

Definitions 

"Individual  study"  is  a  program  of  systematic  activities  designed  by  individuals 
to  increase  their  instructional  and/or  administrative  competencies  and  to 
strengthen  their  performance.  "Competencies"  are  the  skills  and  knowledge 
required  for  individuals  to  perform  with  maximum  effectiveness. 

Requests 

Individuals  desiring  to  undertake  an  individual  study  program  that  would  count 
for  recertif ication  must  provide  the  State  Superintendent  of  Public  Instruction 
with  a  proposed  plan  in  advance  of  the  study.  The  plan  should  outline: 

1.  A  complete  description  of  the  undertaking. 

2.  Why  the  option  proposed,  rather  than  some  other  alternative,  is  being 
used  to  seek  recertif ication. 

3.  How  the  individual  study  will  directly  strengthen  the  area  of  prepara- 
tion. 

4.  What  specific  learning  objectives  will  be  accomplished  as  a  result  of 
the  individual  study. 

5.  An  explanation  of  how  objectives  will  be  met. 

6.  The  number  of  hours  to  be  devoted  to  the  individual  study. 

7.  Based  on  the  hours  and  the  intensity  of  the  study,  the  number  of  re- 
newal credits  proposed. 

No  fee  will  be  charged  for  evaluating  an  individual  study  proposal. 

Review  Process 

Each  individual  study  plan  proposal  will  be  reviewed  by  a  committee  of  Office  of 
Public  Instruction  staff  members  (always  including  the  Director  of  Teacher  Edu- 
cation, Certification  and  Staff  Development)  appointed  by  the  State  Superinten- 
dent. Other  consultants  will  be  used  when  appropriate  and  necessary  for  evalua- 
tion.  Examples  of  committee  composition  are: 

1.  A  plan  from  a  French  teacher  calling  for  two  months  of  travel  and  ex- 
posure to  French  culture  by  living  with  a  rural  French  family  would  be 
reviewed  by  the  State  Superintendent  or  a  deputy  or  assistant  superin- 
tendent, the  Director  of  Teacher  Education,  Certification  and  Staff 
Development  and  other  appropriate  subject  area  staff. 

2.  A  plan  calling  for  a  special  education  teacher  to  work  for  a  summer 
with  a  private  organization  to  identify  native  American  children  in 
need  of  special  education  would  be  reviewed  by  the  State  Superinten- 
dent or  a  deputy  or  assistant  superintendent,  the  Director  of  teacher 
Education,  Certification  and  Staff  Development  and  other  appropriate 
subject  area  staff.  In  addition,  higher  education  consultants  in  the 
areas  of  special  education  and  native  American  studies  might  be  in- 
cluded. 
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Criteria  for  review  of  an  individual  study  plan  will  include  but  not  necessarily 
be  limited  to  the  following: 

1.  What  basis  does  the  individual  have  for  seeking  independent  study  of 
the  nature  outlined?  (What  is  the  intensity  of  the  individual  need? 
How  is  the  college  program  being  supplemented?  Is  instructional  ma- 
terial being  used  that  requires  additional  study  of  the  type  planned?) 

2.  Has  the  plan  been  given  adequate  thought?  (Are  the  objectives  listed, 
and  do  they  pertain  to  improving  specific  individual  competencies? 
Does  the  plan  address  the  objectives  and  study  in  a  sequential  manner?) 

3.  Does  the  plan  provide  the  time  and  intensity  to  qualify  for  the  number 
of  renewal  credits  proposed?  (A  general  standard  is  10  hours  of  study 
for  one  quarter  hour  of  renewal  credit.) 

4.  Is  there  a  plan  for  determining  whether  or  not  the  objectives  have 
been  met? 

A  reply  concerning  approval,  nonapproval  or  the  need  for  clarification/nego- 
tiation will  be  sent  within  two  weeks  after  the  plan  is  received  by  the  State 
Superintendent's  office.  The  State  Superintendent  will  submit  to  the  Board  of 
Public  Education  a  report  on  the  nature  and  disposition  of  all  proposed  plans. 
Denials  may  be  appealed  to  the  board. 

Written  approval  of  individual  study  plan  will  specify  the  number  of  renewal 
credits  to  be  allowed  and  the  requirements  for  substantiating  and  documenting 
the  experience.   Substantiation  may  include  matters  such  as: 

1.  A  written  synthesis  of  the  experience  and/or  documentation  of  its  com- 
pletion as  originally  approved. 

2.  Evidence  of  how  the  individual  study  will  improve  effectiveness  and/or 
how  the  objectives  were  met. 

3.  A  copy  of  any  classroom  material  that  was  developed  as  a  result  of  the 
individual  study. 

When  substantiation  is  accepted  by  the  State  Superintendent,  confirmation  of 
completion  will  be  sent  to  the  individual.  (If  a  plan  is  approved,  but  renewal 
credits  are  not  awarded  after  the  experience  because  the  individual  failed  to 
follow  the  plan  and/or  to  substantiate  the  experience,  the  individual  may  appeal 
that  decision. ) 

Renewal  credits  awarded  will  apply  only  to  certification  renewal  or  reinstate- 
ment. Using  them  to  count  as  college  credits  or  for  credit  on  salary  schedules 
are  matters  under  the  exclusive  jurisdiction  of  the  college  or  local  school 
district. 


Recertif ication  Procedures  Involving  Individual  Study  Equivalency 

Individuals  who  complete  an  approved  individual  study  program  in  the  five-year 
period  between  certificate  renewals  must  retain  the  State  Superintendent's 
letter  confirming  completion  until  they  regularly  apply  for  recertif ication.  At 
that  time,  they  shall  attach  a  copy  of  the  letter  confirming  completion  to  their 
applications  in  the  same  manner  as  they  do  transcripts. 
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Part  II  -3- 

ANNUAL  PROGRAM  REVIEW 
Due  August  1st 

The  purpose  of  Part  II  is  to  provide  information  identifying  the  program  title, 
classification  of  instructional  program  code,  instructional  staff  with  certifi- 
cation and  other  program  data.  The  data  requested  is  for  the  immediate  past 
year  of  activity,  which  began  with  the  summer  quarter  and  ended  with  the  spring 
quarter. 


Center 


Reporting  Year 


Title  of  Program 


Circle 
Program  Length   12  3  4  qtrs 
5   6   7   8  qtrs 


Classification  of  Instructional  Program  Code 
Instructors  responsible: 


Certification  Status: 
Class  Expires 


Other  Program  Data  (for  the  reporting  year) 
Annual  FTE  Students" 


Enrollment  Completers 

Report  program  enrollment  and  completion  as  per  instructions. 

Completer/Leaver  Follow  Up 

Report  completer/leaver  follow-up  data  as  per  instructions  for  Voca- 
tional Education  Data  System  forms  2404-5  and  2404A-7.  This  report  is 
an  interim  one  for  the  reporting  year.  The  final  report  is  to  be  made 
on  the  date  established  for  same. 


"'Annual  FTE  students  are  determined  by  the  sum  of  instructional  contact  hours 
provided  for  all  students  enrolled  divided  by  1000. 

NOTE:   Page  3  and  4  to  be  completed  for  every  program. 


11-42 


-4- 


Please  respond  to  the  following:  A 

The  program  offering  is  based  upon  a  need  for  employees  that  is  reflected 
in:   (check) 

Local  needs  assessments  for  trained  employees 


State  needs  assessments  as  determined  from  the  SOICC  demand 
reports 

Regional  needs 


Program  needs:  Please  list  the  needs  for  improving  the  quality  of  this  program 
inclusive  of  facilities,  equipment,  and  your  own  professional  development  needs 
such  as  attending  industrial  or  business  workshops. 


i 
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Part  III--Administration 

The  purpose  of  this  section  is  to  review  the  program  associated  concerns  of  an 
administrative  nature.  This  section  will  be  reported  only  once  for  all  programs 
offered  at  the  center. 

Please  respond  to  the  following  by  checking  yes,  no  or  not  applicable. 


Not 
Yes     No     Applicable 

1.  Is  there  a  comprehensive,  well-written  local 
policy  for  professional  staff  to  follow  that 
clearly  identifies  staff  responsibilities? 

2.  Is  there  a  written  long-range  plan  for  the 
center? 

3.  Is  a  program  for  new  instructors  established 
to  inservice  such  instructors? 

4.  Is  there  a  budget  development  process 
established  that  allows  for  staff  input? 

5.  Is  there  a  written  plan  for  professional 
development? 

6.  Are  all  program  instructors  certified  or 
qualified  according  to  law  and  rules  and 
regulations? 

7.  Is  a  faculty  handbook  provided  to  all  staff? 

8.  Does  the  center  notify  the  public  annually, 
through  newsprint,  that  nondiscrimination 
practices  are  in  effect  for  students  and 
employees? 

9.  Are  male  and  female  employees  compensated  on 
an  equal  basis,  given  experience  and  qualifi- 
cations? 

10.  Do  all  programs  have  active  advisory  committees 
with  annual  minutes  on  record? 

11.  Is  there  an  ongoing  safety  program  in  effect 
with  written  policy  and  student  signature 
sheets  available  within  applicable  programs? 
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Not 


Yes     No     Applicable 


12.  Are  supplies  and  materials  available  and 
adequate  for  program  offerings? 

13.  Are  shop  policies  for  outside  work  written 
and  expanded  to  customers? 

14.  Are  instructors  granted  curriculum  development 
time? 

15.  Is  the  curricula  competency  based? 

16.  Are  competency  testing  results  on  file  at  the 
center? 

17.  Does  equipment  represent  that  found  in  the 
industry  for  which  students  are  preparing  to 
acquire  jobs? 

18.  Is  adequate  storage  available? 

19.  Do  the  facilities  meet  Section  504  guidelines 
for  the  handicapped? 

20.  Have  program  revisions  of  a  significant 
nature  been  approved  by  the  Office  of  Public 
Instruction? 

21.  Is  an  up-to-date,  accurate  program  brochure 
available  and  distributed? 

22.  Is  there  an  ongoing  recruitment  program? 

23.  Are  all  programs  meeting  standards  described 
in  the  Policy  and  Procedures  Handbook? 

24.  Are  program  self  reviews  completed  in  concert 
with  instructors,  advisory  committees  and 
student  service  personnel? 


For  those  items  checked  no,  please  provide  a  brief  explanation  or  reason(s). 
These  may  be  program  specific. 

What  are  the  specific  needs  of  an  administrative  nature  that  will  improve  the 
quality  of  program  offerings? 
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PART  IV--Student  Services/Placement 

The  purpose  of  this  section  is  to  review  the  student  support  services  provided 
by  the  center  for  enrollees  of  all  programs.  Only  one  response  for  the  entire 
center  is  necessary;  however,  specific  problem  areas  may  be  identified  as  ap- 
plicable to  individual  programs  in  narrative  form. 

Please  respond  with  a  check  mark  in  the  appropriate  column. 


Not 
Yes     No     Applicable 

Are  students  counseled  prior  to  enrolling  in  a 
program? 

Are  remedial  courses  available  to  support  students 
in  this  program? 

Are  counselors  available  to  work  with  program 
instructors? 

Is  there  evidence  of  a  recruitment  plan? 

Are  counselors  involved  in  an  ongoing  placement 
plan? 

Is  work  study  being  provided  by: 

a.  CWS 

b.  VWS 

c.  other 

d.  What  percent  of  the  center  enrollees  are  on 
financial  aid? 

% 


Are  student  records  complete? 

a.  Application  on  file 

b.  Formal  letter  of  acceptance 

c.  Program  of  enrollment 

d.  Class  schedule 

e.  Notice  of  persons  in  case  of  emergency 


(continued) 
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f.  Identification  of  handicap 

g.  Waiver  of  privacy  act  provisions  for  release 
of  transcripts,  pictures,  audio-video  tapes 

h.    Transcripts 

i.    Tuition  receipts 

j .    Veterans  regulations  including  standards  of 
progress 

k.    Add/drop  forms  or  class  changes 

1.   Probationary  notices 

m.   Academic  and/or  other  achievements 

n.    Placement  records 

Is  up-to-date  occupational  information  available? 

Are  student  organizations  available? 

List: 


Is  the  program  free  of  sex  bias? 

Is  there  a  Title  IX  coordinator?  List  name 


Is  a  student  grievance  policy  or  student  rights 
policy  in  effect? 


Not 
Yes     No     Applicable 
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For  items  checked  no,  please  provide  a  brief  explanation  or  reason(s).   These 
may  be  program  specific. 


What  recommendations  can  be  made  to  enhance  the  quality  of  services  available  to 
students? 
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SECTION   III 


FORMS 


III 


w> 


I 


TIME  LINE  FOR  SUBMISSION 


In  order  to  allow  for  a  scheduled  reporting  procedure,  the  following  time  lines 
with  reference  notations  are  provided  to  insure  appropriate  and  timely  reporting. 


TOPIC 
1. 

2. 


Center  calendar 

Curriculum  additions/revisions 
&  other  program  offerings  list 

3.   New  curriculum  proposals  for 
new  programs 


4.  Annual  review 

5.  Annual  budgets 

Preliminary 
Final  budget 

6.  Biennial  budget 

7.  Budget  transfers/revisions 

8.  Emergency  budget  expenditures 

9.  Long  Range  Planning 

10.  Property  and  construction 

11.  School  catalog  review 

12.  Twelfth  Day  Report  PA  82-9 

13.  Addendum  FTE  reports 

14.  Facility  Use  Report  Form 


REF.  PAGE 

PA-1 

1-21 


1-22 
III-7 


1-32 
111-12 

111-13 

111-10 


DATE 

March 

Two  weeks  prior  to 
initiation 

Minimum  90  days  before 
start  or  with  biennium 
budget  proposals  as 
modifications 
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August  1 

1-15 

February /March 
July  1 

1-19 

July  15 

111-27 

As  needed 

111-27 

As  necessary 

11-20 

Notice   will   be 

issued 

60-90  days  prior  to  lease 
or  planned  revisions  to 
facilities 

Prior  to  final  printing 

10  days  following  12th 
day  of  quarter 

5  days  after  close  of 
registration 

20  days  after  the  end 
of  each  quarter 


III-l 


TOPIC 


REF.  PAGE 


15.   Long  Range  Building  Plans  —  Issued  by  DOA 


16. 

17. 
18. 

19. 

20. 

21. 


NCES-VEDS  Data—Program  Enrollment  & 
Completion  Form  (See  Section  IV) 
also  IPEDS 

Teacher--Staf f  Report 

Completer/Leaver  Follow-up  Form 
and  Report 

Employer  Follow-up  and 
Report 


Program  Revision  Form 

Carl  D.  Perkins  Act  Assurances 


22.  Federal  Project  Budget  Form 

23.  Quarterly  Request  for  Funds 

24.  Quarterly  Cash  Record 


1-22 
III-9 

111-22 


111-24 
111-25 

111-26 


DATE 

6-8  months  prior  to 
legislative  session 

Nov.  15  for  the  previous 
year  enrollment  ending 
June  30 

As  above 

See  PA  86-11 


As  above,  #18 


As  required 


When  project  application 
is  completed.   Once 
annually. 

Upon  application  for  funds 

Beginning  of  each  quarter 
for  federal  funding. 

Due  with  quarterly 
request  for  next  quarter 
funding. 


t 
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APPLICATION  FOR  DESIGNATION  OF  A 
POSTSECONDARY  VOCATIONAL-TECHNICAL  CENTER 


Postsecondary  vocational-technical  centers  shall  be  designated  by  the  Superin- 
tendent of  Public  Instruction  only  upon  direction  of  the  legislature.  Applica- 
tions for  designation  must  be  in  accordance  with  the  following  procedures: 

A.  The  trustees  of  any  high  school  district  of  a  county  high  school,  of  a 
community  college  district,  or  the  governing  board  of  any  unit  of  the 
Montana  University  System  may  submit  an  application  for  designation  of 
a  postsecondary  vocational-technical  center  to  be  operated  by  such 
trustees  or  governing  board.  The  application  for  designation  shall  be 
submitted  in  accordance  with  the  time  data  and  form  requirements 
prescribed  by  the  Superintendent  of  Public  Instruction.  Applicant 
high  school  districts  shall  be  located  in  a  county  with  a  taxable 
valuation  of  at  least  $45  million. 

B.  Applicants  are  to  be  presented  to  the  Superintendent  of  Public  In- 
struction. The  Superintendent  of  Public  Instruction  shall  examine  the 
application  and  draft  recommendations.  The  application,  together  with 
all  recommendations,  shall  be  presented  by  the  Superintendent  of 
Public  Instruction  to  the  next  following  legislature. 

(20-7-311) 
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REQUIRED  DATA- -APPLICANT 


This  application  is  submitted  by  and  between  the 


of  high  school  district 

county  high  school  district 

community  college  district 

governing  board,  Montana 

University  System 

and  the  Superintendent  of  Public  Instruction,  for  the  purpose  of  designating  a 

vocational-technical  center  to  be  located  

(legal  description  of  location  within  a  county,  city,  township,  etc.) 

The  undersigned  ( )  assure  the  state  Superinten- 
dent of  Public  Instruction  that  the  mandates  of  Montana  School  Laws  (20-7-311) 
are  herein  met  and  that  an  expression  of  voter  will  has  determined  this  applica- 
tion in  keeping  with  the  wishes  of  the  electorate. 

We,  the  undersigned,  further  wish  this  application  to  be  presented  to  the: 

_ 49th  Legislature 

50th  Legislature 

51st  Legislature 

for  due  consideration  and  response. 


♦ 
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ALLOWABLE  COSTS  FOR  RENTAL 

Title  20,  Chapter  7,  Section  301(13)  requires  the  Superintendent  of  Public 
Instruction  to  establish  allowable  costs  for  rental  of  buildings  for  post- 
secondary  vocational-technical  center  purposes. 

Under  the  vested  authority,  the  Superintendent  shall  require  the  following 
information  in  determining  allowable  costs. 

Purpose  of  Rental: 

Classroom  space 

Lab  space 

Shop  space 

Of f ice/ admini strati on 

Storage 

Number  of  square  feet  required: 

Location  of  building: 


Proximity  to  parking: 


Availability  of  transportation  services: 


Building  standards: 
Yes  No 

Accessible  to  handicapped 

Ventilation  adequate 

Heat  system  safe  and  adequate 
Lighting  adequate  for  purpose 


Structure  meets  health  and  safety  regulations  including  restrooms 
for  male  and  female  occupants 
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Duration  of  lease: 


Total  budget  impact: 


Cost  per  square  foot: 


Specify  operation  elements  in  cost  per  square  foot. 
Cost  comparison: 

Cost  per  square  foot  of  similar  district  owned  property: 


Variance  of  lease  costs  to  district  owned  facilities  based  as  a  percentage 
( %  above)   (      %  below)   comparable  district  owned  facilities. 

The  Superintendent  will  approve  rental/lease  costs  that  are  equal  to  or  not 
greater  than  five  (5)  percent  increase  of  expenditure  over  similar  district 
facilities  . 


Requested  by: 


date,  title 


of 


school  district. 


Approval 


State  Superintendent 


Date 


Approval 


Department  of  Administration 


Date 


NOTE: 

Attach  a  floor  plan  of  the  building  to  be  rented  complete  with  heat,  light  and 

plumbing  detail. 
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Center 

Date 

NEW  PROGRAM  PROPOSAL  OUTLINE 

Montana  law  (20-7-301 (4) (7) )  specifies  the  responsibility  of  the  Superintendent 
of  Public  Instruction  in  relation  to  the  establishment  of  programs  and  criteria 
for  approval.  All  new  programs  and  options  offered  at  the  vocational-technical 
centers  will  be  required  to  document  additional  programs  or  options  as  specified 
below.   Proposals  are  to  follow  the  outline  provided. 

1.  Identity  of  center 

2.  Proposed  program  or  option  by  title  and  O.E.  code 

3.  Objectives  of  the  new  program 

4.  Need  for  the  program 

a.  Evidence  of  student  demand 

b.  Evidence  of  employment  demand  for  existing  or  new  business  and/or 
industries 

(1)  Total 

(2)  Regional 

(3)  State 

(4)  National 

c.  Sources  of  demand  shall  be  identified. 

Analysis  of  same  or  similar  program  offered  within  the  state  at  public  or 
private  educational  institutions. 

a.  The  potential  impact  the  proposed  program  may  have  on  other  programs 
at  the  institution,  i.e.,  supportive  to  existing  programs  or  separate 
from  all  other  existing  programs.  State  if  existing  staff  will  sup- 
port elements  of  instruction  in  the  new  proposed  program.  Include 
also  funding,  equipment,  facility  and  other  impact.  Program  cost  must 
be  delineated  for  start  up  and  maintenance. 

b.  If  other  institutions  offer  the  same  or  similar  program,  include  a 
statement  as  to  perceived  impact  upon  the  offering  institution. 

6.  Describe  the  program  as  it  relates  to  the  role,  scope  and  function  of 
postsecondary  vocational-technical  education  centers. 

7.  Identify  students  to  be  served. 

a.  Anticipated  enrollment  for  a  three  year  period  by  level 

b.  Ultimate  goal  for  enrollment 

c.  Rationale  for  above  projections  and  goals 

8.  Identify  anticipated  revenues  from  tuition,  state,  and/or  federal  sources. 

9.  State  requirements  for  award  of  certificate,  degree  or  licensure. 

10.  Identify  the  ad  hoc  and  proposed  membership  of  the  advisory  committee. 
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11.  Identify  support  service  costs  inclusive  of  personnel,  media,  library  and 
supervisory  costs. 

12.  State  provisions  for  instructional  review  and  evaluation  to  insure  the    & 
quality  of  the  program  and  faculty  performance. 

13.  Identify  procedures  used  to  develop  the  proposal  including  participation  of 
students,  faculty,  community,  advisory  committees,  etc. 

Proposals  must  be  approved  by  the  local  board  in  formal  board  action  as  an  indi- 
cation of  interest  and  support  extended  from  the  board  of  trustees. 

Two  (2)  copies  of  the  proposal  are  required  by  the  Office  of  Public  Instruction. 

The  Superintendent  of  Public  Instruction  and  the  Department  of  Vocational  Educa- 
tion Services  will  review  the  proposed  new  program  with  appropriate  agencies  and 
respond  within  60  days  of  receipt. 


• 


♦ 
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Center 

Date 

PROGRAM  REVISION  FORM 

Program  Title: DOE  Code: 


List  current  courses  of  program  with  hours  of  instruction  and  credits  below: 


List  proposed  changes  with  hours  of  instruction  and  credits  below: 


Rationale  for  change: 


Submitted  by: Date 

Approval  by: Date 
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State  of  Montana 

Office  of  Public  Instruction 

Ed  Argent    iijht,  Superintendent 

'  Ana,  MT  59620 


VOCATIONAL  EDUCATION 
REPORT 

ADDENDUM 


Center : 

Date  Beginning: 

Date  Ending: 

For  Quarter:       12      3      4 
(circle  one) 


This  report  of  classes  offered  within  approved  programs  is  to  be  submitted  in  cases  where  the  offering  begins  after  the  twelfth 
day  report.   Report  by  program  title  and  class  within. 


CIP  Code 

Head  Count 

VEDS  Code 

Disadv. 

Handic. 

FTE 

1  Program/Option  Title 

Female 

Male 

Female 

Male 

No.  of 

f|  m 

No.  of 

FT 

PT 

FT 

PT 

1 

2 

3 

4 

5 

6 

± 

2 

3 

4 

£. 

6 

F 

M 

<< 

• 

,    ' 

I 

[ 

1 

1 

r 

1 

| 

r 

VEDS  Code:                                                                                Enter  the  number  of  non-residents  on  this  line: 

1.  American  Indian/Alaskan  Native 

2.  Asian/Pacific  Islander 

'  3.      Black,  not  Hispanic                                                      This  repi 

AHispanic 
I   5.     White,  not  Hispanic                                                     Signatur 

art  prepared  by: 

Female                Male 

|  6.     Non-Resident  Alien                                                      Qat( 

3  * 

VZ2884 
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Blue 


CONTACT  HOUR  SUMMARY 
FOR  REPORTING  PERIOD 


Program/Option  Title 

CIP  Code 

Total 

Contact 

Hours 

Divide 

by 
^u  333.3 

FTE 

■ 
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PROCEDURES  FOR  REQUESTING 


FISCAL  YEAR  1988  MONTANA  FEDERAL 


VOCATIONAL  EDUCATION  FUNDS 


UNDER 


CARL  D.  PERKINS  VOCATIONAL  EDUCATION  ACT 


Ed  Argenbright,  Superintendent 
Office  of  Public  Instruction 
State  Capitol 
Helena,  Montana  59620 

December  198b 


111-14 


TABLE  OF  CONTENTS 


I.  INTRODUCTION 

a  .   Now  Law I 

b.  Planning  Cycle 2 

c.  Questions  Most  Commonly  Asked 2 

d.  Procedural  Instructions 3 

1  .  Sample  appl  i  cat  ion  format 5 

2.  Scoring  criteria  for  application 6 

II.  FUNDS  AVAILABLE  BY  ELIGIBLE  RECIPIENT 8 

Limitations  and  Restrictions 

See  the  High  School  Librarian  for  Federal  Register 

dated  August  16,  1985,  Part  VII,  Department  of  Education. 

Enclosed  is  the  July  14,  1986,  issue  of  the  Federal  Register 

pages  25492  to  25498. 


Please  note  that  this  application  process  is  for  federal  funding  of  vocational 
programs,  services,  and  activities  authorized  under  P.L.  98-524  (Carl  D.  Perkins 
Vocational  Education  Act). 


CAUTION 

Where  matching  funds  are  required  to  receive  federal  funds,  the  literal 
meaning  is   for  every  federal  dollar  spent,  a  local/state  (non-federal) 
dollar  expenditure  is  required  in  the  activity.  There  is  one  exception 
specified  in  the  July  14,  1986,  issue  of  the  Federal  Register,  page  25494, 
Section  401.97b.  "Contributions  from  local  sources  toward  the  non-federal 
share  of  the  costs  of  projects,  services,  and  activities  for  disadvantaged 
individuals  under  the  Vocational  Education  Opportunity  Program  must  be  in 
cash  or  to  the  extent  the  eligible  recipient  determines  that  it  cannot 
otherwise  provide  the  contribution,  in  the  form  of  in-kind  contributions, 
fairly  valued,  including  facilities,  overhead,  personnel,  equipment,  and 
services . " 

August  4,  1986,  from  H.R.  5234: 

"Provided  further,  that  none  of  the  funds  appropriated  to  the  Bureau  of  Indian 
Affairs  shall  be  expended  as  matching  funds  for  programs  funded  under  section 
103(b)(2)  of  the  Carl  D.  Perkins  Vocational  Education  Act." 
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1  .    INTRODUCTION 


A  New  Law--On  October  19,  1984,  the  "Carl  D.  Perkins  Vocational  Education 
Act"  of  1984  was  signed  by  President  Reagan. 

The  new  law  replaces  the  amended  1963  Vocation.il  Education  Act  and  sub- 
stantially revises  the  previous  methods  of  application,  fund  i  tig,  and 
operations . 

It  is  the  purpose  of  this  Act  to: 

"(1)  assist  the  States  to  expand,  improve,  modernize,  and  develop  quality 
vocational  education  programs  in  order  to  meet  the  needs  of  the  Nation's 
existing  and  future  work  force  for  marketable  skills  and  to  improve  pro- 
ductivity and  promote  economic  growth; 

"(2)  assure  that  individuals  who  are  i nadequately  served  under  vocational 
education  programs  are  assured  access  to  quality  vocational  education 
programs,  especially  individuals  who  are  disadvantaged,  who  are  handi- 
capped, men  and  women  who  are  entering  nontraditiona 1  occupations,  adults 
who  are  in  need  of  training  and  retraining,  individuals  who  are  single 
parents  or  homemakers,  individuals  with  limited  English  proficiency,  and 
individuals  who  are  incarcerated  in  correctional  institutions; 

"(3)  promote  greater  cooperation  between  public  agencies  and  the  private 
sector  in  preparing  individuals  for  employment,  in  promoting  the  quality 
of  vocational  education  in  the  States,  and  in  making  the  vocational  system 
more  responsive  to  the  labor  market  in  the  States; 

"(4)  improve  the  academic  foundations  of  vocational  students  and  to  aid 
in  the  applications  of  newer  technologies  (including  the  use  of  computers) 
in  terms  of  employment  or  occupational  goals; 

"(5)  provide  vocational  education  services  to  train,  retrain,  and  upgrade 
employed  and  unemployed  workers  in  new  skills  for  which  there  is  a  demand 
in  that  State  or  employment  market; 

"(6)  assist  the  most  economically  depressed  areas  of  a  State  to  raise 
employment  and  occupational  competencies  of  its  citizens; 

"(7)  assist  the  State  to  utilize  a  full  range  of  supportive  services, 
special  programs,  and  guidance  counseling  and  placement  to  achieve  the 
basic  purposes  of  this  Act; 

"(8)  improve  the  effectiveness  of  consumer  and  homemaking  education  and 
to  reduce  the  limiting  effects  of  sex-role  stereotyping  on  occupations, 
job  skills,  levels  of  competency,  and  careers;  and 

"(9)  authorize  national  programs  designed  to  meet  designated  vocational 
education  needs  and  to  strengthen  the  vocational  education  research  pro- 
cess . " 


1- 


« 


IIT-16 


B.  "Planning  Cycle"  -  Each  state  that  desires  to  receive  funds  under  the  pro- 
visions ol  the  Carl  I).  Perkins  Vocational  Education  Act  must  meet  certain 
requirements.  The  requirements  include  statements  of  certification  and  as- 
surances relative  to  the  planning  and  administration  of  federal  funds  in  con- 
cert with  state  funds. 

The  initial  planning  cycle  began  February,  1985.  The  Montana  plan  is  valid 
until  June  30,  1988;  however,  amendments  to  the  plan  may  be  proposed  for  ac- 
ceptance by  the  Office  of  Vocational  and  Adult  Education.  Amended  local  and 
state  initiatives  may  be  submitted  from  a  revised  planning  process  which  will 
begin  with  the  receipt  of  this  packet. 

The  program  year  funding  for  activities  will  begin  July  1,  1987,  which  means 
that  project  applications  which  are  successful  may  begin  on  July  1,  1987, 
pending  federal  fund  receipt  by  the  state. 

Each  eligible  recipient  may  become  involved  by  initially  responding  to  a  re- 
quest for  proposal  (RFP)  which  will  reflect  local  interest  and  needs  and  will 
serve  as  the  basis  of  the  local  and  state  amended  plan. 

"RFP  Process"  -  The  response  from  the  field  or  the  "eligible  recipients"  de- 
fines the  state  of  Montana's  amended  plan  to  address  basic  grant  vocational 
opportunities,  program  improvement,  innovation  or  expansion  plans,  and  special 
program  areas  that  will  assist  specific  groups  or  individuals  in  accordance 
with  the  purposes  of  the  Act  (See  "Purposes";  p.  1).  The  RFP  process  has  been 
streamlined  so  that  all  eligible  recipients  can  respond  through  an  application 
process . 

C*    Questions  Most  Commonly  Asked 

*■  What  is  the  money  for?  Fifty-seven  (57)  percent  of  Title  II  is  for  specific 
population  students.  Forty-three  (43)  percent  of  Title  II  is  for  vocational 
education  program  improvement,  innovation,  and  expansion.  See  Table  1,  page  8. 

2.  Who  may  obtain  the  money?  At  present,  eligible  recipients  include  high  school 
districts,  community  colleges,  Native  American  community  colleges,  vocational- 
technical  education  centers,  community-based  organizations,  and  colleges  and 
universities  that  have  vocational  offerings. 

3.  What  restrictions  are  there?  Restrictions  include  but  are  not  limited  to:  a) 
compliance  with  the  Vocational  Education  Act  of  1984;  b)  submission  of  required 
reports  and  fiscal  records;  c)  evidence  that  the  required  project  match  is  met; 
d)  assurances  agreed  to  by  the  board  of  trustees;  e)  subject  to  state  and/or 
federal  audit.  The  state  audit  could  include  any  representative  designated  by 
the  Office  of  Public  Instruction.  (See  pages  9-10  for  assurances  and  page  3  for 
restrictions . ) 

4.  How  do  I  apply?  Follow  the  procedures  on  pages  3  and  4. 

5.  What  records  must  1  keep?  The  fiscal  agent  must  maintain  liscal  records  for 
five  years  after  the  end  of  the  project.  Equipment  inventories  must  be  main- 
tained. No  commingling  of  funds  is  permitted,  and  audit  trails  must  be  evident. 
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6.  Must  funds  be  line  itemed?  Yes.  However,  only  subtotal  cost  categories  are 
subject  to  revision  approval,  before  expenditure,  where  the  subtotal  change 
exceeds  10  percent. 

7.  Will  the  project  be  audited?  Projects  will  be  audited  locally  through  annual  or 
biennial  audits.  The  project  is  subject  to  state  and/or  federal  audits  for 
compliance  as  well  as  fiscal  regulations. 

8.  Projects  funded  for  fiscal  year  1988  may  be  the  last  year  under  the  1986-1988 
State  Plan.  Funding  is  always  contingent  upon  federal  funds  being  received  by 
the  state.  The  second  state  plan  under  the  Carl  Perkins  Vocational  Education 
Act  will  cover  the  two  fiscaJ  years  1989  and  1990.  No  project  will  be  funded 
lor  more  than  three  years. 

9 .  What  does  a  recipient  agree  to  with  funding  of  handicapped  or  disadvantaged 
projects?   The  recipient  must: 

a.  Assure  that  equal  access  will  be  provided  in  recruitment,  enrollment,  and 
placement  to  all  disadvantaged  and  handicapped  students. 

b.  Assure  that  all  vocational  programs  of  the  school  will  be  available  to 
disadvantaged  and  handicapped  students. 

c.  Assure  that  the  least  restrictive  environment  will  be  provided. 

d.  Coordinate  vocational  programs  for  the  handicapped  or  disadvantaged  stu- 
dent with  vocational  education  and  special  education. 

e.  Provide  parents  of  handicapped  or  disadvantaged  students  with  information 
about  the  vocational  education  opportunities  available  to  their  children 
at  least  one  year  in  advance  of  when  vocational  education  is  available. 

f.  Assess  the  interest,  abilities,  and  special  needs  of  handicapped  and  dis- 
advantaged students  necessary  to  enhance  successful  completion  of  a  voca- 
tional education  program. 

g.  Assure  that  handicapped  or  disadvantaged  students  will  be  provided  adapted 
curriculum,  instruction,  equipment,  and  facilities  to  help  them  success- 
fully complete  the  vocational  program. 

h.  Assure  that  professionally  trained  counselors  will  provide  guidance, 
counseling,  and  career  development  activities. 

i.  Assure  that  counseling  services  will  be  provided  to  assist  the  handicapped 
or  disadvantaged  student  make  the  transition  from  school  to  employment. 

D .    PROCEDURAL  INSTRUCTIONS 

"How  to  Apply" 

1.    Begin  discussions  early  with  your  administrator  or  board  of  trustees. 
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2.  Foi  each  project  application,  a  single  category  must  be  specified  that  meets 
the  vocational  needs  determined  by  the  school,  organization,  or  institution. 

'l.    Write  .111  application.   Use  the  format  below.   Note:  all  headings  which  are 
underlined  must  be  answered. 

k.        Use  the  evaluation  criteria  on  pages  6  and  7  to  review  your  application. 

5.  Deliver  two  applications  before  JANUARY  19,  1987,  5:00  p.m.  (MST) .  Mailed 
applications  will  he  considered  for  funding  if  mailed  on  or  before  JANUARY  15, 
1987.   Mail  applications  to: 

Robert  Ruthemeyer 

Department  of  Vocational  Education 

Office  of  Public  Instruction 

State  Capitol 

Helena,  Montana  59620 

Phone  444-4449 

6 .  Applications  received  after  the  above  deadlines  will  not  be  considered. 

7.  Please  limit  your  application  Project  Title  to  14  words  or  less. 

APPLICATION  FORMAT 
Underlined  headings  must  be  addressed  in  the  application. 

1.  CATEGORY :  Use  categories  listed  on  page  8.  DO  NOT  submit  the  same  application 
under  various  categories.  It  is  possible  that  similar  activities  may  take  place 

'     under  handicapped  and  disadvantaged  categories.  In  a  situation  of  similar 
activities,  clearly  define  your  subjects. 

2.  TITLE :  Descriptive;  14  words  or  less. 

3.  NAME  OF  PERSON  RESPONSIBLE  FOR  THE  OBJECTIVE(S) :  Briefly  list  the  person's 
academic  and  work  experience  qualifications.  Remember  that  all  subsequent 
correspondence  will  be  to  the  project  director.  This  person  will  be  responsible 
for  all  internal  communication  within  his/her  institution  and/or  organization. 

4.  INSTITUTION:  List  the  mailing  address  and  telephone  number  of  the  project 
di  rector . 

5.  STATEMENT  OF  PROBLEM  OR  NEED:  State  the  problem  or  need.  How  do  you  know  that 
a  problem  really  exists?  Document  or  present  statistical  evidence  of  the  need. 

6.  0BJJ^C1TVE_(S^:  The  most  common  error  last  year  was  the  listing  of  activities 
instead  of  objectives.  State  the  objective(s)  as  an  outcome  measure.  Indicate 
the  approximate  number  of  individuals  to  be  served. 
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7.  ACTIVITIES,  RESPONSIBILITIES,  TIMELINES:  What  will  be  done,  who  will  do  it,  and 
how  much  Lime  will  be  required? 

8.  EVALUATION :  The  most  common  error  last  year  was  the  omission  of  the  criteria 
for  success  or  failure  of  the  project.  How  do  you  know  the  project  was  a  suc- 
cess?  How  does  the  evaluation  measure  the  outcome  of  the  objectives? 

9.  RESULTS,  PRODUCTS,  AND  DISSEMINATION:  How  can  your  peers  and  others  benefit 
from  the  results  you  obtained? 

10.  SEX  BIAS  AND  STEREOTYPING:  State  evidence  that  sex  bias  and  stereotyping  will 
not  be  a  problem  with  a  project.  Generally  schools  cite  school  board  trustee 
policy  and  name  the  Title  IX  staff  person. 

11.  BUDGET :  Attach  the  detailed  budget  sheet.  Indicate  the  federal  dollars  re- 
quested and,  where  appropriate,  indicate  the  matching.  The  budget  states  the 
activities  which  are  expressed  in  dollars  and  cents;  consequently,  the  activi- 
ties and  budget  are  related.  If  the  application  requests  disadvantaged  category 
funds  and  the  eligible  recipient  is  going  to  use  in-kind  match,  please  specify. 

12.  SIGNED  ASSURANCES :  A  signed  assurance  sheet  must  accompany  the  application. 
Line  1:  Montana  secondary  schools  and  vocational-technical  centers  must  have 
the  chairman  of  the  board  of  trustees  sign  the  assurances.  Other  eligible 
recipients  must  have  an  authorized  representative  of  the  local  governing  body 
sign  the  assurances.  Line  2:  Signature  of  the  dean,  department  head,  or 
administrator.   Line  3:   Signature  of  the  project  director. 

13.  VERIFICATION  OF  COORDINATION:  As  a  means  of  assuring  communication/coordina- 
tion of  the  project  with  other  programs/agencies,  obtain  the  signature  and 
title  of  three  of  the  following:  Chapter  1  teacher,  special  education  teacher, 
vocational  rehabilitation  counselor,  Job  Training  Partnership  Act  representa- 
tive, and/or  apprentice  training  program  coordinator.  Other  appropriate  co- 
ordinating schools/agencies  may  draft  letters  of  support  to  be  appended  to  the 
proposal . 

VOCATIONAL  EDUCATION  COMPETITIVE 
APPLICATION  REVIEW 

Applicant 

Title 

Specific  category  of  federal  funds  applying  for  . 


« 


Directions  -   Please  rate  the  point  value  of  the  application  you  believe  the 

project  merits.  If  you  give  a  low  point  value  for  any  section, 
please  comment. 

Each  proposal  will  have  a  minimum  of  two  readers.  II  there  is  a 
point  spread  of  greater  than  15  points  between  the  two,  a  third 
reader  must  be  obtained. 
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Person  Responsible  for  the  Project:   (5  points  possible) 

Does  the  person  responsible  for  the  objectives  have  the  academic  and  work 

experience  qualifications  to  do  the  job? 

COMMKNTS : 


Statement  of  Problem  or  Need :  (20  points  possible) 

Does  the  problem  or  need  include  the  rationale  for  the  proposed  activity?  Does 

the  statement  include  information  on  the  parameters  of  the  problem?  Does  the 

documentation  include  test  results,  database  search  results,  needs  assessments  of 

appropriate  groups  such  as  students,  parents,  community  members,  or  advisory 

committees?  A  need  is  the  difference  between  what  is,  compared  with  what  should  be 

COMMENTS: 


Objectives :  (20  points  possible) 

Does  the  proposal  have  objectives  that  show  end  products  and/or  outcomes.  Does 

the  objective  show: 

What  is  going  to  be  done? 

When  it  is  going  to  be  done? 

How  it  is  going  to  be  measured? 

Does  the  objective  address  the  problem  or  need? 
Remember,  objectives  are  outcomes  and  not  methods  or  activities. 
COMMENTS : 


Activities  and  Methodology:  (15  points  possible) 

Do  the  activities  and"/ or  methods  show  specific  planning  as  to  what  will  be  done 

to  reach  each  objective?   This  section  should  show  very  clearly: 

What  will  be  done. 

Who  will  do  it. 

How  much  time  is  required. 
COMMENTS : 


Evaluation:  (15  points  possible) 

is  there  a  clear  plan  of  evaluation?   Does  the  evaluation  plan  measure  and 

relate  to  accomplishment  of  the  proposal  objectives?   Does  the  evaluation  tell 

who  will  collect  data  or  information;  what  will  be  collected;  how  it  will  be 

collected  and  when?   What  is  the  criteria  for  success  or  failure? 

COMMENTS : 


Dissemination:  (5  points  possible) 

Will  publications  or  other  materials  be  produced?  Is  there  a  well-defined  plan 
to  get  the  project  information  or  materials  to  vocational  teachers  and  others? 
Are  funds  available  for  distribution? 

COMMENTS : 
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7.    Sex  Bias  and  Stereotyping:  (5  points  possible) 

Are  Title  IX  and  other  state  and  federa]  Civil  Rights  requirements  met?   The 
application  should  be  free  from  sex,  race  and  other  bias,  stereotyping,  and  £ 
illegal  discrimination. 
COMMENTS : 


Budjjet:  (15  points  possible) 

Does  the  budget  accurately  and  appropriately  reflect  the  proposed  activities? 
Is  the  match  specified  as  cash  or  in-kind?  Are  the  federal  costs  (i.e.,  per- 
sonnel) a  possible  substitution  of  non-federal  funds?  Federal  funds  are  to  be 
used  for  vocational  education  activities  over  and  above  what  is  ordinarily 
available  for  students  or  for  improvement.  Are  handicapped  and  disadvantaged 
funds  essential  for  the  identified  individuals  to  participate  in  vocational 
education? 
COMMENTS : 


10.   Signed  Assurances  Received: 

Yes    _No  A  no  disqualifies  the  application. 


11.   Verification  of  Coordination  Received: 


Yes 


No  A  no  disqualifies  the  application 


Name  of  Reader 


Date 


Total  Points 
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TABU    I 
VIILAIIONAL    rUNDS   AVAILABLE    BY   UIGIBlt    Rl  C'lt'lLNT 


VUl  AI  IIINM 

i  unimnc  ( Aiicpmrs 

Let  eyor  lea  :      Pr  i'iji  Bin 


Services  and/or 
activities  are  considered 


Hiind  it  npped  populat  ions 

UlSBtJvonl  aged  populnt  ions 

Adult  t raining-- training,  retraining 

and  apprenticeship 
Single  parent',  and  hompmakrrs 
Sen  tiia'i 'iitcrent  yplng--progrHms  t  n 

el  linlnate 
Correct  inniil  institutions 

Subtotal  title  11  Part  A 

Categories  under  Title  II  Part  B 
follow  without  specific  fund  alloca- 
tion except  as  noted  for  mandatory 
set-Bsldes 

New  vocational  education  programs 

Expansion  of  vocational  programs  in 
depressed  urban  and  rural  areas 

Creation  of,  or  expansion  of  programs 
in  vocational  education  to  revitalizt 
business/industry 

Exemplary  or  innovative  programs  which 
stress  new  and  emerging  technologies 
in  Montana 

Improvement  or  expansion  of  programs 
at  area  vocational  education  schools 

Improvement  and  expansion  of  post- 
secondury  and  adult  vocational 
education  programs 

Equipment  and  facility  renovation 
to  improve  or  expand  programs 

The  conduct  of  special  courses  and 
teaching  strategies  to  teach  funda- 
mental principles  of  math  and  scienc< 
through  practical  application  in 
vocational  education  programs 

The  assignment  of  personnel  to  work 
with  employers  and  eligible  recip- 
ients in  a  region  for  coordination 
and  support  of  apprenticeship 
training 

The  activities  of  vocational  student 
organizations  carried  out  as  an 
integral  portion  of  the  vocational 
instructional  program 

Prevocat lonal  programs 

Programs  of  modern  industrial  arts  and 
agricultural  arts 

Placement  services  for  students  who 
have  successfully  completed  programs 

Const ruction#  of  area  vocational 
education  facilities  where  a  need 
is  demonstrated  and  state  approval 
is  granted 

Acquisition  of  high  technology  equip- 
ment for  vocational  education 

Acquisition  of  and  operation  of  com- 
munications and  telecommunications 
equipment  and  services  for  vocational 
education 

Curriculum  development  for  vocational 
programs 

Inservice  and  preservice  training 

Guidance  programs,  services  and  acti- 
vities 

Subtotal  Title  II  Pert  B 

Title  111,  Part  A 

Community-based  Organization 

Title    III,    Part   B 

Consumer  and  Homemaking  Education 

Program 
Consumer  and  Homemaking  to  depressed 


OOttA'RTUULtAI 


MAILH 


Matching 
funds 


Yes 

Yes 


Yes 
No 


No 
No 


Yes 
Yes 

Yes 

Yes 
Yes 

Yes 

Yes 


Yes 


Yes 
Yes 


Yes 
Yes 


Yes 
Yes 


Yes 


Yes 
Yes 


Yes 


ELIGIBLE    RECIPIENTS   and  tEGAL    RECIPIENTS 
Public  FSaTTve 


School 
Diat r let s 


No 

X 

No 

No 

X 

No 

X 

Vo-Tech 
Centers 


Community 

Comm.     American   Universities     Based 
Colleges  Comm.Coll. Organizatior 


rUNDS  AN1.  TO1 
BE  AVAILABLE 


X 
X 

X? 


347,112 
763,646 

416, 534 
295,045 

121,489 

34,711 

$l,97d  53? 


100,000 


98,982 
100,000 

106,341 
$1,492,3801 


35,890 

69,452 
38,220 


Construction  will  be  limited  to  a  total  for  the  category  of  $100,000.   An  important  criterion  for  this  category  will  be  that  the  benefit- 
ing vocational  program  will  have  high  occupational  and/or  job  placement  opportunities.   The  area  school  must  have  a  minimum  of  five  (5) 
occupet lona 1  preparation  offerings. 

1  Set-Bside  categories  in  Title  II,  Part  B  reduce  the  permissive  ares  funds  available.   Legislative  appropriations  to  vocational- 
technical  centers  may  reduce  funds  available  from  Part  A  or  Part  B. 

^  School  districts  qualified  are  located  in  the  following  counties:   Big  Horn,  Blaine,  Custer,  Deer  Lodge,  Glacier,  tincoln, 
Mineral,  Havalli,  and  Silver  Bow. 

*  CBOs  must  apply  through  an  eligible  recipient.   Eligible  recipients  may  seek  appropriate  CBOa  to  carry  out  the  programa,  aervicea, 
end  activities  within  the  law. 


meclO 
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SIGNED  ASSURANCES 
MONTANA  VOCATIONAL  EDUCATION  FUNDS 
UNDER  THE  CAR  I,  D.  PERKINS  VOCATIONAL  EDUCAT 


ON  ACT 


The  eligible  recipient  will  comply  with  the  requirements  of  P.L.  98-524  (Carl  D. 
Perkins  Vocational  Education  Act)  and  all  applicable  federal  and  state  rules  and 
regul ations . 

The  eligible  recipient  assures  the  Office  of  Public  Instruction  that  services 
provided  under  the  approved  project  do  not  discriminate  nor  violate  provisions 
of  Title  IX,  Title  VI,  and  Section  504. 


Line  1  : 


Chairman,  School  District  Board  of  Trustees 
or  Authorized  Representative 


Date 


Line  2: 


Dean/ Department  Head/ Administrator 


Date 


Line  3 


Project  Director 


Date 


IF  the  project  uses  disadvantaged  or  handicapped  funds  (the  above  number  con- 
tains a  D  or  H) ,  the  following  assurance  must  also  be  signed. 

The  eligible  recipient  will  use  funds  distributed  under  Section  203(a)  for  vo- 
cational education  services  and  activities  for  handicapped  individuals  and  dis- 
advantaged individuals  to  provide  (1)  for  equal  access  in  (a)  recruitment,  en- 
rollment, and  placement  activities;  and  (b)  to  the  full  range  of  vocational  edu- 
cation programs  available  including  occupational  specific  course  of  study, 
cooperative  education,  and  apprenticeship  programs,  (2)  for  programs  and  ac- 
tivities for  handicapped  individuals  in  the  least  restrictive  environment  and 
which,  whenever  appropriate,  are  included  as  a  component  of  the  student's  in- 
dividualized education  plan,  and  (3)  which  are  planned  through  the  coordination 
of  appropriate  representatives  of  vocational  education  and  special  education. 
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(a)  Each  local  educational  agency  that  receives  an  allocation  of  funds 
under  Sees.  401.95  and  401.96  shall  use  those  funds  to  provide  information  to 
handicapped  and  disadvantaged  students  and  their  parents  concerning  the  oppor- 
tunities available  in  vocational  education  and  the  requirements  for  eligibility 
for  enrollment  in  vocational  education  programs,  at  least  one  year  before  the 
students  enter  the  grade  level  in  which  vocational  education  programs  are  first 
generally  available  in  the  state,  but  in  no  case  later  than  the  beginning  of 
the  ninth  grade. 

(h)(1)  Each  local  educational  agency  described  in  paragraph  (a)  of  this 
section  shall  provide  to  each  handicapped  or  disadvantaged  student  that  enrolls 
in  a  vocational  education  program-- 

(i)  An  assessment  of  the  interests,  abilities,  and  special  needs  of  that 
student  with  respect  to  completing  successfully  the  vocational  education  pro- 
gram; 

(ii)  Special  services,  including  adaptation  of  curriculum,  instruction, 
equipment,  and  facilities,  designed  to  meet  the  needs  established  under  para- 
graph (b)(l)(i)  of  this  section; 

(iii)  Guidance,  counseling,  and  career  development  activities  conducted 
by  professionally  trained  counselors  who  are  associated  with  the  provision  of 
such  special  services;  and 

(iv)  Counseling  services  designed  to  facilitate  the  transition  from  school 
to  post-school  employment  and  career  opportunities. 

(2)  Consistent  with  the  regulations  in  this  part,  a  local  educational 
agency  may  use  the  funds  described  in  paragraph  (a)  of  this  section  to  pay  for 
the  cost  of  services  and  activities  required  by  paragraph  (b)(1)  of  this  sec- 
tion. 


Li  ne  1  : 


Line  2 


Line  3: 


Chairman,  School  District  Board  of  Trustees  Date 

or  Authorized  Representative 


Dean/Department  Head/Administrator  Date 


Project  Director  Date 


VERIFICATION  OF  COORDINATION 


Signed  Title  Date 


Signed  Title  Date 


Signed  Title  Date 
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State  of  Montana 
Office  of  Public  Instruction 
Ed  Arganbright,  Superintendent 
ma.  MT  59620 


f" 


Federal  Vocational  Education 

Project  Quarterly  Report 

Disbursements  and  Estimated 

Requirements  for  Federal  Funds 


Department  of 
Vocational  Education 
Services 


Directions: 

1 .  Please  read  this  entire  form  before  completing  and  signing. 

2.  Complete  two  copies  of  this  report.  Submit  the  original  to  the  Superintendent  of  Public  Instruction  within  ten  (10) 
days  after  the  close  of  each  calendar  quarter  —  July  1  0,  October  1 0,  January  1 0,  April  1 0  —  until  final  project  com- 
pletion report  is  made  for  the  project;  retain  a  copy  for  your  files. 

3.  For  a  cooperative  project  involving  several  districts,  submit  only  one  report  for  the  project.  Show  all  disburse- 
ments made  for  the  project  and  the  amount  of  federal  funds  needed  for  the  project.  (Do  not  separate  the  amounts 
by  district.) 

4.  The  report  must  be  signed  by  the  authorized  representative. 


Organization  or  School 

County 

Project  Number 

Disbursement  report  for  the  past  quarter  ending  

(Month)  (Day) 

DESCRIPTION 

1.      Sum  of  disbursements  of  federal  cash  reported,  all  quarters  prior  to  this  one $ 

9  Disbursements  of  federal  cash,  this  quarter  only $ 

3.  Federal  cash  on  hand  at  end  of  the  quarter $ 

4.  Total  federal  cash  accounted  for  (add  lines  1  +2  +  3);  must  equal  total  funds  received 

for  this  project  through  the  end  of  this  quarter $ 

Estimated  requirements  for  federal  funds,  next  quarter  ending 

(Month)  (Day) 

5.  First  month ,  anticipated  cash  disbursements $ 

6.  Second  month ,  anticipated  cash  disbursements $ 

7.  Third  month ,  anticipated  cash  disbursements $ 

8.  Total  requirements  for  quarter  (add  lines  5  +  6  +  7) $ 

9.  Federal  cash  on  hand  at  end  of  quarter  (from  line  3) $ 

10.  Net  amount  of  federal  cash  required  (line  8  minus  line  9) $ 


(Year) 


AMOUNT 


(Yaar) 


I  certify  that  this  report  is  true  and  complete  to  the  best  of  my  knowledge  and  belief: 


Si-Aed: 


££( 


Authorized  Representative 


Data 


VZ20985 
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STATE  OF  MONTANA 
OFFICE  OF  BUDGET  AND  PROGRAM  PLANNING 
OPERATIONAL  PLAN/BUDGET 
AMENDMENT 


EXPLANATION/JUSTIFICATION 
(SEE  REVERSE  FOR  INSTRUCTIONS) 


Agency 
Request  No. 


Page 


of 


AGENCY 


CODE 


NAME 


THE  INFORMATION  FOLLOWING  IS  TO  SUPPORT  THE  ATTACHED  OPERATIONAL  PLAN/BUDGET  AMENDMENT  REQUEST 


, 


t 


FORM  B212  (Page  2)  Mod  7-78 
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CAKL   PERKINS   VOC.  ACT 


1  State  of  Montana 
JBOffice  of  Public  Instruction 
pid  Argenbright,  Superintendent 
H  la,  MT  59620 

School/Applicants 

Final  Expenditure  Report 

Due  60  Days  Following 

Project  Ending  Date 

....                       _        Project  No. 

W 

*           Expenditure  Items 

Local  Budget 

Code* 

(Optional) 

Total  Amount 

Federal  Funds 

Expended 

Actual 

Expended 

Matching  Funds 

Total  Amount 

Expended  for 

Project 

B  Administration 

P          Administration  &  Supervisors'  Scilanes  &  Benefits 
Other  Expenses 



XXXXXXXXXX 
XXXXXXXXXX 

xxxxxxxxxx 



.  TOTAL   ADMINISTRATIVE 

B_Personal  Services 

Salaries 

Houily  Wages 

1  Employee  Benefits 

1           FICA 

Retirement-Other 

State  Unemployment 

Teachers'  Retirement 

Retirement-Other 

m           Insurance  (specify) 

I  Operating  Expenses 

Printing 

Honorarium 

1          Contracted  Services 

J          Supplies  &  Materials 

Communications 

■      jt        Telephone 

P     W        Postage  &  Mailing 

Travel 

^          Rent 

|          Utilities 

Repair  &  Maintenance 

Other  Expenses 

1  Instructional 

Instructional  Minor  Equipment*   * 

Capital  Outlay 

Instructional  Major  Equipment*** 

p  Indirect  Charges 

Approved       Specialist 

fST        A-.Su*.                                          TOTAL 

'Centers  must  designate  appropriate  SBAS  numbers  on  each  item  (postsecondary  only). 
"'Expenditures  for  all  instructional  equipment  having  a  unit  cost  of  less  than  $300. 
"'Expenditures  for  all  instructional  equipment  having  a  unit  cost  of  $300  or  more;  $200  for  SBAS  accounting  postsecondary  only. 

Itemize  equipment  purchased  with  federal  funds  on  the  Final  Report  Form  for  Carl  Perkins  Vocational  Act  Projects. 

State  of 


County  of 


I  swear  (or  affirm)  that  all  statements  made  herein  are  true  and  correct  to  the  best  of  my  personal  knowledge. 
^cribed  and  sworn  before  me  this day  of  _______________ 


Signature  of  Applicant 
.19 


Notary 
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SECTION  IV 

MIS 

DATA  ELEMENTS  REQUIRED 
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MANAGEMENT  INFORMATION  SYSTEM 
DATA  ELEMENTS 

Federal  and  state  reporting  as  defined  in  20-7-301  is  to  be  of  a  uniform  nature. 

The  purpose  of  this  section  is  to  define  those  sections  of  operations  and  data 
elements  which  will  be  required  for  reporting  purposes.  The  Office  of  Public 
Instruction  has  not  adopted  a  standardized  reporting  program  for  use  by  each 
center's  data  processing  department;  however,  it  is  mandated  that  the  IPEDS, 
NCES-VEDS  considerations  will  be  taken  into  account  in  the  design  of  automated 
programs . 

SPECIFIC  ELEMENTS  TO  ADDRESS  INCLUDE: 

A.  Administration  (center  director,  assistant  director,  all  student  services, 
multi  media  or  library,  business  administrators,  data  processing) 

head  count 

FTE 

sex 

racial/ethnic  designation 

full-time 

part-time 

certification  status 

salary 

fringe 

operations  costs 

equipment  costs 

pro  rata  cost  x  program/options  offered  annually 

B.  Supervision 

As  above  but  include: 

Supervision  assignment  by  program  and  number  of  FTE  instructors 
Supervised  in  a  full-  or  part-time  status 

Supervision  as  a  percent  of  activities  if  a  dual  role  of  supervision 
and  teaching  is  assigned 

C.  Instructional 

As  in  A.  but  include: 

Pro  rata  costs  within  and  between  program  assignments 

D.  Students 

Elements  of  student  status  must  include  IPEDS,  NCES-VFDS  data  elements  in 
addition  to  an  internal  follow  through  of  student  within  a  program  or 
transfer  to  another  program. 

• 

E.  Facilities 

Data  from  facility  use  forms 

Others  as  may  be  deemed  appropriate 
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IPEDS  IMPLEMENTATION  SCHEDULE 


Date 
Due- 


l/15 

10/1 
11/15 

11/15 

10/1 

11/15 
11/15 
11/15 

11/15 


IPEDS  Component 


Form 


1987 


1988 


Institutional 
Characteristics 


IC2 


Occupational  Specific 
Program  Enrollment 
with  R/E  data 

Completions 
with  R/E  data 

Finance 

Staff 

Salaries  and  Fringe 
Benefits 

Libraries 


EP 


X 


C3 

X 

X 

F3 

X 

S 

X 

SA 

X 


1989 


X 
X 

X 

X 


1990 


Institutional  Activity 

EA2 

X 

X 

X 

X 

Fall  Enrollment 

EF3 

X 

X 

X 

X 

with  R/E  data 

X 

X 

with  age  data 

X 

X 


I 


"Date  due  in  Washington,  D.C. 

H  indicates  HEGIS  survey  will  be  conducted. 

All  forms  in  each  cycle  of  data  collection  will  be  mailed  out  about  July  15  of 
each  year  except  for  Institutional  Characteristics,  which  will  be  mailed  in 
November  of  each  year.  Because  of  the  different  nature  and  requirements  of  the 
data,  however,  the  due  dates,  closeout  dates,  and  subsequently  the  data  release 
dates  will  vary  by  component. 
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SECTION  V 
REQUIREMENTS  FOR 
OFFICE  OF  CIVIL  RIGHTS 


» 
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I.  Access  (Requirements) 

A.  Access  to  existing  facilities 

A  Local  agency  or  postsecondary  institution  shall  operate  its  voca- 
tional program  or  activity  so  that  the  program  or  activity,  when 
viewed  in  its  entirety,  is  readily  accessible  to  handicapped  persons. 
This  does  not  require  a  local  agency  or  postsecondary  institution  to 
make  each  of  its  existing  facilities  or  every  part  of  a  facility 
accessible  to  and  usable  by  handicapped  persons. 
1 .    Legal  citation 

a.  OCR  Guidelines,  Section  IV 

b.  34  CFR  104,  Subpart  C 

B.  Access  to  new  construction 

Each  new  facility  or  alteration  of  a  facility  (constructed  or  reno- 
vated since  June  30,  1977)  constructed  by,  on  behalf  of,  or  for  the 
use  of  a  local  agency  or  postsecondary  institution  shall  be  designed 
and  constructed  so  that  the  facility,  or  the  altered  portion  of  the 
facility,  is  readily  accessible  to  and  usable  by  handicapped  persons. 
1.    Legal  citation 

a.  OCR  Guidelines,  Section  IV 

b.  34  CFR,  104.23 

C.  Facility  location 

1.  A  local  agency  or  postsecondary  institution  shall  locate  facili- 
ties so  that  they  are  readily  accessible  to  minority  communities 
and  are  not  identifiable  as  intended  for  non-minority  or  minority 
students . 

2.  A  local  agency  or  postsecondary  institution  may  not  select  or 
approve  of  a  site  for  a  vocational  education  facility  that  ex- 
cludes, segregates,  or  otherwise  discriminates  against  students 
on  the  basis  of  race,  color,  or  national  origin. 

3.  A  local  agency  or  postsecondary  institution  may  not  adopt  or 
maintain  a  system  of  limiting  admission  to  its  vocational  educa- 
tion program  to  a  fixed  number  of  students  from  each  sending 
school,  program  or  curriculum  area  if  the  system  dispropor- 
tionately excludes  or  discriminates  against  students  on  the  basis 
of  race,  sex,  color,  or  national  origin. 

4.  A  local  agency  or  postsecondary  institution  may  not  establish, 
approve  of,  or  maintain  geographic  or  attendance  boundaries  for  a 
vocational  education  program  which  results  in  discrimination 
against  students  on  the  basis  of  race,  color,  or  national  origin, 
a.    Legal  citation 

(1)  OCR  Guidelines,  Section  IV 

(2)  34  CFR  100.3 

II.  Admissions  (Requirements) 

A.    Promotional  Activities 

A  local  agency  or  postsecondary  institution  may  not  sponsor,  or  engage 
in  the  development  of  promotional  materials  or  activities  that  dis- 
criminate against  or  stereotype  persons  on  the  basis  of  sex,  race, 
national  origin,  color,  or  handicap.  Promotional  activities  include, 
among  other  things,  career  days,  parents'  nights,  shop  demonstrations, 
and  visitation  by  groups  of  prospective  students. 
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1.    Legal  citation 

a.  OCR  Guidelines,  Section  V 

b.  34  CFR  104.42 

c.  34  CFR  104.4 

d.  34  CFR  106.23 

B.  Recruitment 

A  local  agency  or  postsecondary  institution  may  not  develop,  sponsor, 
or  engage  in  any  recruiting  activity,  including  the  development  or 
dissemination  of  recruiting  materials,  that  discriminates  against  or 
stereotypes  persons  on  the  basis  of  sex,  race,  color,  national  origin, 
or  handicap. 
1.    Legal  citation 

a.  OCR  Guidelines ,  Section  V 

b.  34  CFR  104.42 

c.  34  CFR  106.23 

C.  Public  Notification 

1.  Prior  to  the  beginning  of  each  school  year  or  academic  semester, 
a  local  agency  or  postsecondary  institution  shall  issue  an  ap- 
propriate public  announcement  (e.g.,  in  a  local  newspaper  or  its 
program  bulletin)  which  advises  students,  parents,  employees,  and 
the  general  public  that  vocational  education  opportunities  will 
be  offered  without  regard  to  sex,  race,  color,  national  origin, 
or  handicap. 

2.  The  public  announcement  shall  contain  the  name,  address,  and 
telephone  number  of  the  person  designated  to  coordinate  Title  IX 
and  Section  504  compliance  activities. 

3.  If  the  service  area  of  the  local  agency  or  postsecondary  institu- 
tion contains  a  community  of  persons  with  limited  English  lan- 
guage skills,  then  the  promotional  materials  and  information, 
including  information  on  financial  assistance,  shall  be  distri- 
buted to  that  community  in  its  native  language. 

4.  A  local  agency  or  postsecondary  institution  shall  adopt  and 
implement  procedures  to  ensure  that  interested  persons,  including 
persons  with  impaired  vision  or  hearing,  can  obtain  information 
as  to  the  existence  and  location  of  services,  activities,  and 
facilities  that  are  accessible  to  and  usable  by  handicapped 
persons . 

a.    Legal  citation 

(1)  OCR  Guidelines,  Section  IV 

(2)  34  CFR  104.8 

(3)  34  CFR  106.9 

D.  Admission  Practices 

1.  A  local  agency  or  postsecondary  institution  may  not  use  any 
admission  test  or  other  selection  criterion  for  entrance  into  a 
vocational  education  course  or  program  that  disproportionately 
excludes  applicants  on  the  basis  of  sex,  race,  color,  national 
origin,  or  handicap,  unless  the  local  agency  or  postsecondary 
institution  can  demonstrate  that  the  test  or  criterion  has  been 
validated  as  essential  for  participation  in  that  particular 
program. 
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2.  A  local  agency  or  postsecondary  institution  may  not  discriminate 
in  its  admission  practices  against  persons  on  the  basis  of 
limited  English  language  skills.  A  local  agency  operating  a 
secondary  vocational  education  program  shall  identify  applicants 
with  limited  English  language  skills  and  assess  their  ability  to 
participate  in  vocational  education. 

3.  A  local  agency  or  postsecondary  institution  shall  ensure  that 
results  of  admission  tests  which  are  administered  to  an  applicant 
who  has  a  handicap  that  impairs  sensory,  manual  or  speaking 
skills,  accurately  reflect  the  applicant's  aptitude  or  achieve- 
ment level  or  whatever  other  factor  the  test  purports  to  measure. 
A  test  which  reflects  the  applicant's  impaired  sensory,  manual  or 
speaking  skills  may  only  be  used  where  those  skills  are  the 
factors  that  the  test  purports  to  measure. 

4.  Admission  tests  that  are  designed  for  persons  with  impaired 
sensory,  manual  or  speaking  skills  shall  be  offered  as  often  and 
in  as  timely  a  manner  as  are  other  admission  tests.  Admission 
tests  for  handicapped  persons  shall  be  administered  in  facilities 
that  meet  the  accessibility  requirements  described  in  this  in- 
strument. 

a.    Legal  citation 

(1)  OCR  Guidelines,  Section  IV 

(2)  34  CFR  100.3 

(3)  34  CFR  104.42,  104.34,  104.35 

(4)  34  CFR  106.21 

Prerequisite  Admission  Practices 

A  local  agency  or  postsecondary  institution  may  not  establish  an 

introductory,  preliminary,  or  exploratory  course  (e.g.,  industrial 

arts  or  home  economics)  as  a  prerequisite  for  admission  unless  the 

course  is  available  without  regard  to  sex,  color,  race,  national 

origin,  and  handicap. 

1.    Legal  citation 

a.  OCR  Guidelines,  Sections  IV  and  V 

b.  34  CFR  100.3;  34  CFR  104.4;  34  CFR  106,  Subpart  C 

Preadmission  Inquiries 

1.  A  local  agency  or  postsecondary  institution  may  not  inquire  into 
a  student's: 

a.  marital  status  (e.g.,  whether  such  student  is  "Miss"  or 
"Mrs."); 

b.  race,  color,  national  origin; 

c.  handicap; 

prior  to  accepting  the  student  for  admission,  unless  the  school's 
request  is  pursuant  to  either  (1)  an  affirmative  action  policy  or 
(2)  a  request  from  a  federal  agency. 

2.  A  local  agency  or  postsecondary  institution  may  make  a  preadmis- 
sion inquiry  as  to  sex  of  a  student  for  admission,  but  only  if 
the  inquiry  is  made  equally  of  students  of  both  sexes  and  if  the 
results  of  such  inquiry  are  not  used  in  a  discriminatory  manner. 
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3.    A  local  agency  or  postsecondary  institution  may  ask  whether  a 
student  has  a  handicap  that  may  require  accommodation  only  after 
the  student  is  accepted  for  admission.   The  answer  to  any  such 
question  must  be  treated  with  confidentiality, 
a.    Legal  citation 

(a)  34  CFR  106.21 

(b)  34  CFR  104.4 

(c)  34  CFR  100.3 


III.  Guidance  and  Counseling 


General  Requirement 

1.  A  local  agency  or  postsecondary  institution  may  not  counsel  stu- 
dents to  enroll  in  a  particular  course  or  program  or  measure  or 
predict  a  student's  prospects  for  success  in  any  course  on  the 
basis  of  the  student's  sex,  race,  color,  national  origin,  or 
handicap . 
a.    Legal  citation 

(1)  OCR  Guidelines,  Section  V 

(2)  34  CFR  104.34,  34  CFR  104.43(a) 

(3)  34  CFR  106.36 

Title  VI--Guidance 

A  local  agency  or  postsecondary  institution  serving  a  student(s) 

identified  as  having  a  primary  language  other  than  English  shall: 

1.  employ  a  counselor(s)  who  is  (are)  able  to  communicate  with  stu- 
dents with  limited  English-speaking  skills;  or 

2.  provide  an  interpreter (s)  who  is  (are)  able  to  communicate  with 
students  of  limited  English-speaking  skills. 

a.    Legal  citation 

(1)  OCR  Guidelines 

Guidelines 

1.  Where  the  use  of  a  counseling  test  or  other  instrument  results  in 
a  substantially  disproportionate  number  of  minorities,  handi- 
capped persons,  or  members  of  one  sex  in  any  particular  course  of 
study  or  classification,  the  local  agency  or  postsecondary  insti- 
tution shall  take  such  action  as  is  necessary  to  assure  itself 
that  the  disproportionate  number  is  not  the  result  of  unlawful 
discrimination  in  the  instrument  or  its  application. 

2.  A  local  agency  or  postsecondary  institution  which  uses  testing  or 
other  materials  for  appraising  or  counseling  students  shall  not 
use  different  materials  for  students  on  the  basis  of  their  sex  or 
use  of  materials  which  permit  or  require  different  treatment  of 
students  on  such  basis  unless  such  different  materials  are  shown 
to  be  essential  to  eliminate  sex  bias. 

a.    Legal  citation 

(1)   34  CFR  106.36;  34  CFR  104,  Subparts  D  and  E 

3.  A  local  agency  or  postsecondary  institution  shall  ensure  that 
qualified  handicapped  students  are  not  counseled  toward  more 
restrictive  career  objectives  than  are  non-handicapped  students 
with  similar  interests  and  abilities. 

a.    Legal  citation 

(1)  OCR  Guidelines,  Section  V 

(2)  34  CFR  104.36;  34  CFR  104.43(a) 
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4.    A  local  agency  or  postsecondary  institution  shall  ensure  that 
counselors   can   communicate  effectively  with  hearing-impaired 
students.    This  requirement  may  be  satisfied  by  having  a  quali- 
fied interpreter  available, 
a.    Legal  citation 

(1)  OCR  Guidelines,  Section  V 

(2)  34  CFR  104.4 

(3)  34  CFR  104.34 

(4)  34  CFR  104.43 

IV.   Equal  Opportunity  in  the  Vocational  Education  Instructional  Setting 

A.  Academic  Requirements 

1.    A  local  agency  or  postsecondary  institution  may  not  use  or  adopt 
academic  requirements  for  participation  in  or  completion  of  a 
vocational  education  program  that  discriminates  on  the  basis  of 
sex,  race,  color,  national  origin,  or  handicap, 
a.    Legal  citation 

(1)  OCR  Guidelines,   Section  IV 

(2)  34  CFR  100.3 

(3)  34  CFR  104.4,  34  CFR  104.44,  34  CFR  104.33 

(4)  34  CFR  106.31 

B.  Integration  of  Handicapped  Persons  and  Procedural  Safeguards 

1.  A  local  agency  or  postsecondary  institution  shall  ensure  that 
each  qualified  handicapped  person  it  serves  is  educated  with 
persons  who  are  not  handicapped  to  the  maximum  extent  appropriate 
to  the  needs  of  the  handicapped  person.  This  means  that  a  local 
agency  or  postsecondary  institution  shall  place  a  handicapped 
person  in  the  regular  education  environment  operated  by  the  local 
agency  or  postsecondary  institution  unless  the  education  of  the 
person  in  the  regular  environment,  even  with  the  use  of  supple- 
mentary aids  and  services,  cannot  be  achieved  satisfactorily. 

2.  A  local  agency  shall  establish  and  implement  procedural  safe- 
guards relating  to  the  identification,  evaluation,  and  educa- 
tional placement  of  handicapped  students  who  need  or  are  believed 
to  need  special  instruction  or  related  services.  The  system  of 
procedural  safeguards  must  include  (1)  notice,  (2)  an  opportunity 
for  the  parents  or  guardian  of  the  student  to  examine  relevant 
records,  and  (3)  an  impartial  hearing  with  opportunity  for  parti- 
cipation by  the  person's  parents  or  guardian  and  representation 
by  counsel. 

a.    Legal  citation 

(a)  OCR  Guidelines,  Section  VI 

(b)  34  CFR  104.36 

(c)  34  CFR  104.34 

(d)  34  CFR  104.43(d) 

3.  Modifying  Academic  Requirements  for  Qualified  Handicapped  Stu- 
dents 

a.  To  the  extent  a  local  agency  or  postsecondary  institution 
imposes  academic  requirements,  it  shall  modify  those  re- 
quirements as  necessary  to  ensure  that  the  requirements  do 
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not  discriminate  on  the  basis  of  handicap  against  a  quali- 
fied handicapped  applicant  or  student.  Academic  require- 
ments that  the  school  can  demonstrate  are  essential  to  a 
given  program  of  instruction  or  to  any  directly  related 
licensing  requirements  will  not  be  regarded  as  discrimina- 
tory within  the  meaning  of  this  section.  Modifications  may 
include  substitution  of  specific  courses  required  for  the 
completion  of  graduation  or  degree  requirements,  and  adapta- 
tion of  the  manner  in  which  specific  courses  are  conducted, 
b.  A  local  agency  or  postsecondary  institution  may  not  impose 
upon  handicapped  students  rules  that  limit  their  participa- 
tion in  the  recipient's  vocational  education  program  or 
activity.  For  example,  a  school  may  not  prohibit  handi- 
capped persons  from  using  tape  recorders  or  guide  dogs  in 
classrooms  or  campus  buildings. 
(1)   Legal  citation 

(a)  OCR  Guidelines,  Section  IV 

(b)  34  CFR  104.44 

C.  Differential  Treatment  Based  on  Parental,  Family,  Marital  Status  or 
Pregnancy 

1.  A  local  agency  or  postsecondary  institution  may  not  use  or  adopt 
academic  requirements  which  treat  students  differently  on  the 
basis  of  actual  or  potential  parental,  family,  or  marital  status 
of  a  student. 

2.  A  local  agency  may  not  exclude  a  woman  from  participation  in  any 
vocational  program  on  the  basis  of  pregnancy,  childbirth,  termi- 
nation of  pregnancy  or  recovery  therefrom  or  treat  the  pregnancy 
or  childbirth  differently  from  any  other  temporary  disability, 
a.    Legal  citation 

(1)   34  CFR  106.21 

D.  Financial  Assistance 

1.  A  local  agency  or  postsecondary  institution  may  not  discriminate 
on  the  basis  of  sex,  race,  color,  national  origin,  or  handicap  in 
providing  students  financial  assistance  in  the  form  of  loans, 
grants,  scholarships,  special  funds,  subsidies  or  prizes,  except 
as  provided  below. 

2.  Financial  assistance  established  by  will,  trust,  bequest,  or  a 
similar  legal  instrument  that  requires  awards  to  be  made  to 
members  of  a  particular  sex  is  permissible  provided  that  the 
overall  effect  of  the  award  of  such  sex-restricted  assistance 
does  not  discriminate  on  the  basis  of  sex. 

3.  Financial  assistance  established  by  will,  trust,  bequest,  or  a 
similar  legal  instrument  that  requires  awards  to  be  made  on  the 
basis  of  factors  that  discriminate  or  have  the  effect  of  dis- 
criminating on  the  basis  of  handicap  is  permissible  only  if  the 
overall  effect  of  the  award  of  such  assistance  is  not  discrimina- 
tory on  the  basis  of  handicap. 

a.    Legal  citation 

(1)  OCR  Guidelines,  Section  VI 

(2)  34  CFR  100.3 

(3)  34  CFR  104.46 

(4)  34  CFR  106.37 
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E.  Student  Housing 

1.  A  local  agency  or  postsecondary  institution  may  not  discriminate 
on  the  basis  of  sex,  race,  color,  national  origin,  or  handicap  in 
making  available  housing  opportunities  to  students.  Separate 
residential  facilities  for  males  and  females  are  permissible  as 
long  as  the  local  agency  or  postsecondary  institution  makes  com- 
parable facilities  available  to  both  sexes. 

2.  A  local  agency  or  postsecondary  institution  may  not  enter  into  an 
agreement  with  an  outside  vendor  or  other  organization  for  the 
provision  of  on-campus  or  off-campus  housing  if  the  vendor  or 
other  organization  discriminates  on  the  basis  of  sex,  race, 
color,  national  origin,  or  handicap  in  making  available  housing 
opportunities  or  fails  to  make  available  comparable  housing  to 
students  without  regard  to  sex  or  handicap. 

a.    Legal  citation 

(1)  OCR  Guidelines,  Section  VI 

(2)  34  CFR  100.3 

(3)  34  CFR  104.4,  34  CFR  104.45 

(4)  34  CFR  106.37 

F.  Comparable  Facilities 

1.  All  facilities,  services,  programs,  and  activities  provided  to 
handicapped  persons  shall  be  comparable  to  those  which  the  recip- 
ient provides  to  non-handicapped  persons. 

2.  Changing  rooms,  showers,  and  other  facilities  for  students  of  one 
sex  shall  be  comparable  to  those  provided  to  students  of  the 
other  sex.  This  may  be  accomplished  by  alternating  use  of  the 
same  facilities  or  by  providing  separate,  comparable  facilities, 
a.    Legal  citation 

(1)  OCR  Guidelines,  Section  VI 

(2)  34  CFR  104.22,  34  CFR  104.34(c) 

(3)  34  CFR  106.33 

Student  Employment  Related  Services 

A.    Cooperative  Vocational  Education,  Work  Study,  Apprenticeship  Training, 
and  Job  Placement 

1.  A  local  agency  or  postsecondary  institution  may  not  discriminate 
on  the  basis  of  sex,  race,  color,  national  origin,  or  handicap  in 
placing  students  in  cooperative  vocational  education,  work  study, 
or  apprenticeship  training  programs  or  in  providing  other  job 
placement  services. 

2.  A  local  agency  or  postsecondary  institution  may  not  enter  into 
any  arrangement  with  an  agency,  union,  business,  or  other  sponsor 
that  discriminates  against  the  school's  students  on  the  basis  of 
sex,  race,  color,  national  origin,  or  handicap  in  recruitment, 
hiring,  placement,  assignment  to  work  tasks,  hours  of  employment, 
levels  of  responsibility,  or  in  pay. 

3.  Any  written  agreement  for  the  referral  or  assignment  of  students 
under  a  cooperative,  work  study,  or  apprenticeship  program  must 
contain  an  assurance  from  the  union,  sponsor,  or  employer  that 
students  will  be  accepted  and  assigned  to  jobs  and  otherwise 
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treated  without  regard  to  sex,  race,  color,  national  origin,  or 

handicap . 

a.    Legal  citation  M 

(a)  OCR  Guidelines,  Section  VII  ™ 

(b)  34  CFR  100.3 

(c)  34  CFR  104.4 

(d)  34  CFR  106.31 

VI.   Employment  of  Faculty  and  Staff 

A.  A  local  agency  or  postsecondary  institution  may  not  engage  in  any  em- 
ployment practice  prohibited  below  if  the  employment  practice  tends  to 
result  in  segregation,  exclusion,  or  other  unlawful  discrimination 
against  students  on  the  basis  of  race,  color,  national  origin,  sex  or 
handicap. 

B.  Where  a  primary  purpose  of  federal  financial  assistance  to  a  program 
is  to  provide  employment,  a  local  agency  or  postsecondary  institution 
may  not  engage  in  any  employment  practice  prohibited  below  if  the  em- 
ployment practice  discriminates  against  persons  on  the  basis  of  race, 
color,  national  origin,  sex  or  handicap. 

1.    Legal  citation 

a.  OCR  Guidelines,  Section  VIII 

b.  34  CFR  100.3 

c.  34  CFR  104.4 

d.  34  CFR  106.31 


• 
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SECTION  VI 
MONTANA  VOCATIONAL -TECHNICAL  EDUCATION 
SYSTEM  MODEL  FOR  EVALUATION 
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SYSTEM  MODEL  FOR  EVALUATION 


Evaluation  of  Center  Offerings  and  Services 

Introduction:  Each  center  will  evaluate  its  educational  offerings  in  coopera- 
tion with  the  Office  of  Public  Instruction,  Department  of  Vocational  Education 
Services,  on  an  annual  and  three-year  cycle.  Centers  will  establish  a  uniform 
reporting  procedure  that  will  address  a  program  offering  and  related  services  in 
total . 

Key  Elements  of  Evaluation:   Policy  Announcement  PA  82-5. 

Rationale:  Decision  making  can  be  improved  by  gathering  and  analyzing  relevant 
data.  Resource  allocations  will  be  enhanced  and  planning  for  future  changes 
will  be  affected  by  evaluating  current  educational  programs  and  services. 

Procedures :   Approved  postsecondary  program  offerings. 

The  center  director  shall  designate  the  assistant  center  director  as  the 
person  responsible  to  coordinate  and  conduct  the  annual  postsecondary 
program  evaluations.  All  reports  within  the  program  evaluation  process 
will  be  routed  through  the  center  director  prior  to  submission  to  the 
district  superintendent.  Upon  approval  of  the  district  superintendent,  one 
copy  will  be  sent  to  the  State  Superintendent  of  Public  Instruction. 

State  Role:  Since  the  state  system  utilizes  five  centers  as  the  delivery 
mechanism  for  postsecondary  education,  the  state  program  area  specialists 
have  been  designated  by  the  Assistant  State  Superintendent  for  Vocational 
Education  Services  as  liaison  persons  to  act  as  expeditors  of  the  process 
and  to  insure  that  a  uniform  and  meaningful  evaluation  will  take  place. 

Procedure—Annual  Review:  On  an  annual  basis  all  program  offerings  within  a 
department*  will  be  statistically  reviewed  utilizing  comparative  data  sheets 
provided  by  the  state  specialists  to  the  assistant  center  director.  (Form  Rev. 
1 ,  Appendix  A) . 

A  review  schedule  for  interim  1981-82  and  1989-90  is  found  in  Appendix  B  which 
identifies  annual  and  three-year  evaluations  and  specialists  responsible. 

The  assistant  center  director,  in  conjunction  with  instructors  and  advisory 
committee  members,  should  complete  the  self  review  and  submit  an  approved  copy 
to  the  center  director  and  district  superintendent.  Upon  approval  of  the  direc- 
tor and  superintendent,  a  copy  will  be  sent  to  the  State  Superintendent. 


"For  purposes  of  definition,  department  programs  will  be  categorized  as  Agri- 
culture, Business  and  Office,  Distributive,  Health,  Home  Economics,  Technical-- 
Trades  and  Industry  and  General/Related. 
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Assistance  in  completing  the  Annual  Program  Review  will  be  provided  by: 

Mr.  Leonard  Lombardi  Agriculture  £t 

Ms.  Marion  Reed  Business  and  Office  ™ 

Ms.  Roger  Swearengen  Marketing/JTPA 

Mr.  Gene  Christiaansen  Health 

Ms.  Mary  E.  McAulay  Home  Economics 

Mr.  Jeff  Wulf  Technical  and  Trades 

Mr.  Robert  Ruthemeyer  Occupational  Outlook 

Mr.  Jim  Whealon/Dr.  Judy  Birch  Student  Services/Sex  Equity  in  Vocational 

Education  Programs 

Three-Year  Evaluation:  Every  three  years,  the  center  program  offerings  will  be 
reviewed  by  a  team  of  specialists  and  consultants  comprised  of  employers, 
teacher  educators  and  professional  staff  members  from  centers  offering  corres- 
ponding programs  and  services  within  the  state  system. 

The  evaluation  visitation  will  focus  upon  data  provided  by  the  annual  reviews  in 
addition  to  employer  and  employee  follow-up  information  provided  through  the 
State/Center  Management  Information  System. 

Recommendations  and  commendations  will  be  addressed  to  the  center  and  assistant 
center  directors  for  review  and  response. 

A  final  draft  will  be  sent  to  the  district  superintendent  for  review  and  com- 
ment. 

The  final  draft  and  appended  comments  of  the  district  superintendent  will  then    ^ 
be  sent  to  the  State  Superintendent  of  Public  Instruction.  9 

Copies  may  be  made  available  to  the  Legislative  Fiscal  Analyst  and  Governor's 
Office  of  Budget  and  Program  Planning. 
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SECTION  VII 

ARM  Chapter  6 

Rules  of  Procedure  for 

All  School  Controversy 
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SUPERINTENDENT  OF  PUBLIC  INSTRUCTION 

CHAPTER  6 

RULES  OF  PROCEDURE  FOR  ALL  SCHOOL  CONTROVERSY 

CONTESTED  CASES  BEFORE  THE  COUNTY  SUPERINTENDENTS 

OF  THE  STATE  OF  MONTANA 


Section  10.6.101 
Section  10.6.102 

Section  10.6.103 

Section  10.6.104 
Section  10.6.105 

Section  10.6.106 
Section  10.6.107 
Section  10.6.108 

Section  10.6.109 
Section  10.6.110 
Section  10.6.111 
Section  10.6.112 

Section  10.6.113 
Section  10.6.114 
Section  10.6.115 
Section  10.6.116 
Section  10.6.117 

Section  10.6.118 
Section  10.6.119 
Section  10.6.120 
Section  10.6.121 


Scope  of  Rules 

School  Controversy  Means  Contested 
Case 

Initiating  School  Controversy  Proce- 
dures 

Jurisdiction 

Commencement  of  Action/Requirements 
of  the  Notice  of  Appeal 

Notice  of  Hearing 

Conference  and  Informal  Disposition 

County  Superintendent's  Prehearing 
Procedure  -  Formulating  Issues 

Discovery 

Discovery  Methods 

Scope  of  Discovery 

Limitations  on  Discovery  by  the  County 
Superintendent 

Sequence  and  Timing  of  Discovery 

Ex-Parte  Consultations 

Powers  of  the  County  Superintendent 

Hearing 

Ability  of  Cross-Examination  or 
Participation  in  the  Hearing 

Record 

Final  Order 

County  Attorney  Rule 

Appellate  Procedure  -  Scope  of  Rules 
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SUPERINTENDENT  OF  PUBLIC  INSTRUCTION 


Section  10.6.122 
Section  10.6.123 
Section  10.6.124 
Section  10.6.125 
Section  10.6.126 


Section  10 
Section  10 
Section  10 


6.127 
6.128 
6.129 


Section  10.6.130 


Appellate  Procedure  -  Notice  of  Appeal 
Filing  ■ 

Appellate  Procedure  -  Contents  of  the 
Notice  of  Appeal 

Appellate  Procedure  -  Transmission  of 
Record 

Appellate  Procedure  -  Standard  of 
Review 

Appellate  Procedure  -  Commencement  of 
Action 

Appellate  Procedure  -  Time 

Appellate  Procedure  -  Decision 

Appellate  Procedure  -  Failure  to  Com- 
ply with  These  Rules 

Appellate  Procedure 
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CHAPTER  6 
SCHOOL  CONTROVERSY 

10.6.101  SCOPE  OF  RULES  (1)  These  rules  govern  the  pro- 
cedure for  conducting  all  hearings  on  school  controversy  cases 
appealed  to  the  county  superintendent  and  the  county  transpor- 
tation committee.  These  rules  shall  be  construed  to  secure  the 
just,  speedy  and  inexpensive  determination  of  every  action. 
All  rules  promulgated  by  former  state  superintendents  with  re- 
gard to  school  controversies  contrary  to  these  rules  are  hereby 
repealed. 

(a)  County  Transportation  Committee:  All  matters  con- 
tested before  the  county  transportation  committee  shall  be 
governed  by  these  rules  of  controversy.  It  shall  be  the  duty 
of  the  county  superintendent,  as  chairperson  of  the  county 
transportation  committee  to  insure  compliance.  All  references 
made  to  the  county  superintendent  as  to  the  procedure  on  these 
school  rules  shall  also  include  the  county  transportation  com- 
mittee where  appropriate. 

(b)  Special  Education:  Due  process  matters  concerning 
and  arising  from  all  handicapped  children  in  this  state  shall 
be  governed  by  these  rules . 

(c)  Vocational  Education:  All  references  made  to  approp- 
riate federal  or  state  statutes  or  state  plans  for  school  con- 
troversies arising  from  postsecondary  vocational-technical 
centers,  or  postsecondary  vocational-technical  education  and 
secondary  vocational  courses  and  programs  which  are  a  part  or 
portion  of  secondary  school  offerings,  shall  be  governed  by 
these  rules. 

(d)  Family  and  Education  Privacy  Act.  Due  process  hear- 
ings mandated  by  the  Family  and  Education  Privacy  Act  will  be 
governed  by  these  rules . 

(e)  All  controversies  arising  under  any  other  provision 
of  Montana  law  or  federal  law  for  which  a  procedure  for  resolv- 
ing controversies  is  not  expressly  prescribed  shall  be  governed 
by  these  rules.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec. 
20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.102  SCHOOL  CONTROVERSY  MEANS  CONTESTED  CASE  (1) 
Contested  case  means  any  proceeding  in  which  a  determination  of 
legal  rights,  duties  or  privileges  of  a  party  is  required  by 
law.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.103  INITIATING  SCHOOL  CONTROVERSY  PROCEDURE  PROCESS 

(1)  A  person  who  has  exhausted  all  remedies  available 
within  a  school  district  and  who  has  been  aggrieved  by  a  final 
decision  of  the  governing  authority  in  a  contested  case  is  en- 
titled to  commence  such  action  before  the  county  superinten- 
dent. 

(2)  A  school  controversy  contested  case  shall  be  com- 
menced by  filing  a  notice  of  appeal  with  the  county  superin- 
tendent within  30  days  after  the  final  decision  of  the  govern- 
ing authority  of  the  school  district  is  made.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  EFF.  9/17/82.) 
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10.6.104        SUPERINTENDENT  OF  PUBLIC  INSTRUCTION 

10.6.104  JURISDICTION  (1)  The  county  superintendent 
shall  upon  receipt  of  the  Notice  of  Appeal,  determine: 

(a)  whether  the  appeal  is  a  contested  case; 

(b)  whether  he/she  has  jurisdiction  on  the  matter. 

(2)  The  county  superintendent  may  determine  that  he/she 
does  not  have  jurisdiction  or  the  power  to  act  and  therefore 
render  such  determination  and  return  such  notice  and  order  to 
the  appealing  party.  The  county  superintendent,  upon  determin- 
ation of  proper  jurisdiction  and  proper  contested  case,  shall 
hear  the  appeal  and  take  testimony  in  order  to  determine  the 
facts  related  to  the  contested  case.  (History:  Sec.  20-3- 
107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689, 
Eff.  9/17/82.) 

10.6.105  COMMENCEMENT  OF  ACTION/REQUIREMENTS  OF  THE 
NOTICE  OF  APPEAL   (1)   The  appealing  party  shall  be  known  as 
Petitioner,  and  the  responding  party  shall  be  known  as  Respon- 
dent. 

(2)  When  a  party  appeals  to  the  county  superintendent,  a 
notice  of  appeal  shall  include: 

(a)  a  caption  setting  forth  the  name  and  the  county  of 
the  county  superintendent; 

(b)  the  names  and  addresses  of  all  appropriate  parties; 

(c)  a  clear  and  concise  statement  of  the  matters  assert- 
ed; 

(d)  a  statement  indicating  that  the  Petitioner  has  a  con- 
tested case  and  that  the  county  superintendent  has  proper  jur- 
isdiction; 

(e)  references  to  the  particular  sections  of  the  statute 
and  rules  involved; 

(f)  that  the  notice  of  appeal  shall  be  signed  by  Peti- 
tioner. (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff  9/17/82.) 

10.6.106:  NOTICE  OF  HEARING  (1)  All  parties  to  a  hearing 
shall  be  given  a  notice  of  hearing  by  the  county  superinten- 
dent. The  county  superintendent  shall ,  within  10  days  upon  the 
receipt  of  the  notice  of  appeal,  issue  the  notice  of  hearing. 
The  notice  of  hearing  sKall  include: 

(a)  a  statement  of  the  time,  place  and  nature  of  the 
hearing; 

(b)  references  to  the  specific  statutes  and  rules  in- 
volved available  at  that  time; 

(c)  a  provision  advising  the  parties  of  their  right  to  be 
represented  by  counsel  at  the  hearing; 

(d)  a  statement  of  the  issues  and  matters  to  be  discussed 
at  the  hearing; 

(e)  a  copy  attached  of  the  original  notice  of  appeal  to 
the  county  superintendent. 

(2)  The  notice  of  hearing  shall  be  sent  by  certified  mail 
to  all  parties  indicated  in  the  original  notice  of  appeal . 

(3)  If  the  county  superintendent  does  not  have  details  of 
the  issues  and  matters  to  be  discussed  at  the  time  of  issuing 
the  notice  of  hearing,  the  party  or  county  superintendent  may 
later  demand  a  more  detailed  account  of  the  issues  and  matters 
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to  be  discussed.  The  dates  scheduled  by  the  county  superin- 
tendent in  the  notice  of  hearing  may  be  continued  by  the  county 
superintendent  to  such  a  convenient  date  as  stipulated  by  the 
parties  and  approved  by  the  county  superintendent. 

If  the  school  controversy  involves  a  pupil  as  defined  by 
Montana  School  Law  the  notice  of  hearing  as  well  as  all  com- 
munications conducted  in  the  hearing  shall  be  written  in  lan- 
guage understandable  to  the  general  public  and  in  the  native 
language  of  the  parent  unless  it  is  clearly  not  feasible  to  do 
so.  If  the  native  language  or  other  mode  of  communication  is 
not  written  language,  the  county  superintendent  shall  direct 
the  notice  to  be  translated  orally  or  by  other  means  to  the 
parent  in  his/her  native  language  or  other  means  of  comunica- 
tion. 

(4)  Special  Education  -  Access  to  legal  assistance.  The 
county  superintendent  shall  inform  the  parent  of  any  free  or 
low-cost  legal  and  other  relevant  services  available  in  the 
area  upon  conferring  with  the  Executive  Director  of  the  Montana 
Bar  Association.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec. 
20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.107  CONFERENCE  AND  INFORMAL  DISPOSITION  ( 1 )  The 
county  superintendent  may  informally  confer  with  the  parties  to 
an  appeal  for  the  purpose  of  attempting  informal  disposition  of 
any  contested  case. 

(2)  This  conference  of  informal  disposition  may  occur  at 
any  time  prior  to  the  issuing  of  the  final  findings  of  fact, 
conclusions  of  law  and  order  of  the  county  superintendent.  The 
parties  may  informally  confer  to  resolve  the  school  controversy 
contested  case  by  stipulation,  agreed  settlement,  consent 
order,  or  default.  To  be  effective,  any  agreement  made  at  such 
conference  must  be  reduced  to  writing  and  signed  by  all  par- 
ties. An  agreed  resolution  shall  end  the  proceedings  and  bar 
further  proceedings . 

(3)  If  it  is  appropriate,  the  county  superintendent  may 
draft  findings  of  fact,  conclusions  of  law  and  order  and  shall 
promptly  send  such  to  each  party  in  the  contested  case.  (His- 
tory: Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW, 
1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.108  COUNTY  SUPERINTENDENT'S  PREHEARING  PROCEDURE  - 
FORMULATING  ISSUES  (T)      In  any  action,  the  county  superinten- 
dent  may,  at  his/her  discretion,  direct  the  parties  to  appeal 
before  him/her  for  a  conference  to  consider: 

(a)  the  simplification  of  the  issues; 

(b)  the  necessity  or  desirability  of  amendments  to  the 
pleading; 

(c)  the  possibility  of  obtaining  admissions  of  fact  and 
documents  which  will  avoid  unnecessary  proof; 

(d)  a  limitation  of  the  number  of  expert  witnesses; 

(e)  such  other  matters  as  may  aid  in  the  disposition  of 
the  action. 

(2)  The  county  superintendent  may  make  an  order  which  re- 
cites the  action  taken  at  the  conference,  the  amendments  to  the 
notice  of  appeal  and  the  agreements  made  by  the  parties  as  to 
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any  of  the  matters  considered,  and  which  limits  the  issues  for 
the  hearing  to  those  not  disposed  of  by  admissions  or  agree- 
ments of  counsel.  Such  order  when  entered,  will  control  the 
subsequent  course  of  action,  unless  modified  at  the  hearing  to 
prevent  manifest  injustice.  The  county  superintendent,  in 
his/her  discretion,  may  establish  by  rule  a  prehearing  calendar 
on  which  actions  may  be  placed  for  consideration  as  provided 
above. 

(3)  Individual  Privacy:  County  superintendent  shall  pro- 
vide for  provision  to  insure  the  privacy  of  matters  before  them 
as  is  required  by  law.  Parents  maintain  the  right  to  waive 
their  right  of  confidentiality  and  privacy  in  the  hearing  and 
may  request  that  the  hearing  be  open  to  the  public.  The  county 
superintendent  shall  also  provide  or  allow  an  opportunity  for 
the  minor  to  be  present  at  the  hearing  upon  request  of  the 
parent  or  guardian  or  non-minor  pupil.  (History:  Sec.  20-3- 
107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689, 
Eff.  9/17/82.) 

10.6.109  DISCOVERY  (1)  The  county  superintendent  may 
compel^  limit  or  conduct  discovery  prior  to  the  hearing  and/or 
prehearing  conference  pursuant  to  rules  10  through  13.  (His- 
tory: Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW, 
1982  p.  1689,  Eff.  9/17/82.) 

10.6.110  DISCOVERY  METHODS  (1)  Parties  may  obtain  dis- 
covery  by  one  or  more  of  the  following  methods: 

(a)  depositions  upon  oral  examination  or  written  ques- 
tions; 

(b)  written  questions; 

(c)  production  of  documents  (or  things  or  permission)  to 
enter  upon  land  or  property; 

(d)  request  for  admissions. 

(2)  Any  evidence  to  be  introduced  at  the  hearing  or  on 
file  shall  be  made  available  disclosure  to  all  parties  at  least 
five  days  before  the  hearing.  (History:  Sec.  20-3-107(3)  MCA; 
IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.111  SCOPE  OF  DISCOVERY  (1)  Unless  otherwise  lim- 
ited by  order  of  the  county  superintendent,  the  scope  of  dis- 
covery is  as  follows: 

(a)  in  general,  parties  may  obtain  discovery  regarding 
any  matter  not  privileged,  which  is  relevant  to  the  subject 
matter  involved  in  the  pending  action,  whether  it  relates  to 
the  claim  or  defense  of  the  party,  including  the  existence, 
description,  nature,  custody,  condition  and  location  of  any 
books,  documents  or  other  tangible  items  and  the  identity  and 
location  of  persons  having  knowledge  of  any  discoverable  ma- 
terial; 

(b)  a  party  may  discover  facts  known  or  opinions  held  by 
an  expert  who  has  been  retained  or  specially  employed  by  an- 
other party  in  anticipation  of  litigation  or  preparation  for 
hearing.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 
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10.6.112  LIMITATIONS  ON  DISCOVERY  BY  THE  COUNTY  SUPERIN- 
TENDENT (1)  Upon  motion  by  a  party  or  by  the  person  from  whom 
discovery  is  sought,  and  for  good  cause  shown,  the  county 
superintendent  before  whom  the  action  is  pending  may  make  any 
order  which  justice  required  to  protect  a  party  or  person  from 
annoyance,  embarrassment,  oppression,  or  undue  burden  or  ex- 
pense, including  one  or  more  of  the  following: 

(a)  that  the  discovery  not  be  had; 

(b)  that  the  discovery  may  be  had  only  on  specified  terms 
and  conditions,  including  a  designation  of  the  time  or  place; 

(c)  that  the  discovery  may  be  had  only  by  a  method  of 
discovery  other  than  that  selected  by  the  parties  seeking 
discovery; 

(d)  that  certain  matters  should  not  be  inquired  into,  or 
that  the  scope  of  the  discovery  be  limited  to  certain  matters; 

(e)  that  discovery  be  conducted  with  no  one  present  ex- 
cept persons  designated  by  the  county  superintendent.  (His- 
tory: Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW, 
1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.113  SEQUENCE  AND  TIMING  OF  DISCOVERY  (1)  The  county 
superintendent  shall  provide  reasonable  discovery  on  the  rele- 
vant issues  for  the  hearing  and  shall  establish  a  calendar  so 
as  not  to  allow  discovery  delay  a  hearing.  A  request  for 
discovery  must  be  made  within  30  days  of  filing  the  notice  of 
appeal .  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3"! 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.114  EX-PARTE  CONSULTATIONS  (1)  The  county  superin- 
tendent^ after  the  issuance  of  the  notice  of  hearing,  shall  not 
communicate  with  any  party  in  connection  with  any  issue  of  fact 
or  law  in  such  case  except  upon  notice  and  opportunity  for  all 
parties  to  participate.  (History:  Sec.  20-3-107(3)  MCA;  IMP: 
Sec.  20-3-107(3)  MCA;  NEW,   1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.115  POWERS  OF  THE  COUNTY  SUPERINTENDENT  ( 1 )  The 
county  superintendent  may: 

(a)  administer  oaths; 

(b)  issue  subpeonas; 

(c)  provide  for  the  taking  of  testimony  by  depositions; 

(d)  set  the  time  and  place  of  the  hearing  and  direct  par- 
ties to  appear  and  confer  to  consider  simplifications  of  the 
issues  by  consent  of  the  parties  involved; 

(e)  fix  the  time  for  filing  of  briefs  or  other  documents; 

(f)  request  the  submission  of  proposed  findings  of  facts 
and  conclusions  of  law  at  the  conclusion  of  the  hearing. 

(2)  The  county  superintendent  shall  be  bound  by  common 
law  and  the  Montana  Rules  of  Evidence.  All  evidence  and  objec- 
tions to  evidence  shall  be  noted  in  the  record: 

(a)  any  part  of  the  evidence  may  be  received  in  written 
form; 

(b)  documentary  evidence  may  be  received  in  the  form  of 
copies  or  excerpts  if  the  original  is  not  readily  available. 
Upon  request,  parties  shall  be  given  an  opportunity  to  compare 
the  copy  with  the  original.   Notice  may  be  taken  of  judicially 
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cognizable  facts.  In  addition,  notice  may  be  taken  of  gener- 
ally recognized  technical  or  scientific  facts  within  the  county 
superintendent's  specialized  knowledge.  (History:  Sec.  20-3- 
107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689, 
Eff.  9/17/82.) 

10.6.116  HEARING  (1)  The  hearing  will  be  conducted  be- 
fore the  county  superintendent  in  the  following  order: 

(a)  statement  and  evidence  of  the  Petitioner  or  other 
party  in  support  of  its  action; 

(b)  statement  and  evidence  of  the  Respondent  in  support 
of  its  action; 

(c)  rebuttal  testimony; 

(d)  closing  arguments  beginning  with  Petitioner  ending 
with  Respondent. 

(2)  The  order  of  procedure  may  be  changed  by  order  of  the 
county  superintendent  upon  a  showing  of  good  cause. 

(3)  Each  party  shall  have  the  right  to  conduct  cross- 
examinations  for  a  full  and  true  disclosure  of  the  facts,  in- 
cluding the  right  to  cross-examine  the  authority  of  any  docu- 
ment prepared  by  or  on  behalf  of  or  for  the  use  of  all  parties 
and  offered  into  evidence.  All  testimony  shall  be  given  under 
oath  or  affirmation.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec. 
20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.117  ABILITY  OF  CROSS-EXAMINATION  OR  PARTICIPATION 

IN  THE  HEARING.  (1)  The  right  to  examine,  cross-examine  or  to 
participate  as  a  party  in  this  action  shall  be  limited  to  the 
attorneys,  the  particular  parties  named  in  the  notice  of  appeal 
and  the  county  superintendent.  (History:  Sec.  20-3-107(3)  MCA; 
IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.117  RECORD  (1)  The  record  in  the  hearing  shall  in- 
clude: 

(a)  all  pleadings,  motions,  intermediate  ruling; 

(b)  all  evidence  received  plus  a  stenographic  record  of 
oral  proceeding; 

(c)  a  statement  of  matters  officially  noticed; 

(d)  questions  and  offers  of  proof,  objections  and  pro- 
ceedings thereon; 

(e)  proposed  findings  and  exceptions; 

(f)  findings  of  fact,  conclusions  of  law  and  order  by  the 
county  superintendent. 

(2)  A  transcript  of  the  hearing  shall  be  taken  by  a  cer- 
tified court  reporter  and  transcribed  upon  request  of  the  coun- 
ty superintendent.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec. 
20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.119  FINAL  ORDER  (1)  The  final  order  by  the  county 
superintendent  shall  be  in  writing  and  shall  include  findings 
of  fact  and  conclusions  of  law  separately  stated.  Findings  of 
fact,  as  set  forth  in  statutory  language,  shall  be  accompanied 
by  a  concise  and  explicit  statement  of  the  underlying  facts 
supporting  the  findings . 
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(a)  Findings  of  fact  shall  be  based  exclusively  on  the 
evidence  and  on  matters  officially  noticed. 

(b)  Each  conclusion  of  law  shall  be  supported  by  author- 
ity or  by  a  reasoned  opinion. 

(c)  Final  order  shall  inform  the  parties  of  their  right 
to  appeal  the  order  to  the  State  Superintendent  of  Public  In- 
struction by  attaching  a  copy  of  the  Uniform  Rules  of  Adminis- 
trative Appellate  Procedure  for  the  State  Superintendent  of 
Public  Instruction  with  the  final  order. 

(2)  Special  education:  The  county  superintendent  shall 
insure  that  not  later  than  45  days  after  the  receipt  of  a 
notice  of  appeal  the  final  decision  is  reached  in  the  hearing 
and  a  copy  of  the  decision  is  mailed  to  each  party  for  all 
cases  regarding  education  for  the  handicapped.  Parties  to  the 
school  controversy  case  may  waive  this  time  limitation  upon 
request  of  the  county  superintendent  or  upon  request  of  the 
other  party. 

(3)  The  county  superintendent  shall  insure  for  all  cases 
other  than  cases  regarding  education  of  the  handicapped  that 
not  later  than  90  days  after  the  receipt  of  the  notice  of 
appeal  a  final  order  is  reached  and  a  copy  of  the  findings  of 
fact,  conclusions  of  law  and  order  is  mailed  to  each  party. 
The  time  limitation  provided  here  may  be  waived  upon  request  of 
the  county  superintendent  or  a  party  of  the  school  controversy 
contested  case,  upon  stipulation  of  all  parties. 

(4)  County  Transportation  Committee:  In  the  case  of  an 
appeal  to  the  county  transportation  committee,  the  committee 
shall  meet  and  vote  in  open  session  whether  to  grant  or  deny 
the  appeal  or  request  for  consideration.  The  members  of  the 
majority  shall  appoint  one  member  to  prepare  findings  of  fact, 
conclusions  of  law  and  order  which  shall  then  be  adopted  at  an 
open  meeting  of  the  transportation  committee  and  signed  by  all 
members  of  the  majority.  Any  member  of  the  minority  may  put 
the  reasons  for  his/her  vote  in  writing,  and  this  shall  be  made 
part  of  the  record.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec. 
20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.120  COUNTY  ATTORNEY  RULE  ( 1 )  The  county  attorney 
shall  serve  as  the  legal  advisor  for  the  county  superintendent 
of  schools  in  all  school  controversy  contested  cases.  In  the 
event  the  county  attorney  is  unable  to  serve  in  that  capacity, 
the  county  superintendent  shall  designate  another  qualified 
attorney  to  serve  as  a  legal  advisor  for  the  county  superin- 
tendent. (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

UNIFORM  RULES  OF  ADMINISTRATIVE  APPELLATE  PROCEDURE  ON  CON- 
TESTED CASES  BEFORE  THE  STATE  SUPERINTENDENT  OF  PUBLIC  IN- 
STRUCTION. 

10.6.121  APPELLATE  PROCEDURE  -  SCOPE  OF  RULES  ( 1 )  The 
superintendent  of  public  instruction  shall  decide  matters  of 
controversy  when  they  are  appealed  from  a  decision  of  a  county 
superintendent . 
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(2)  All  references  made  to  the  county  superintendent  as 
to  the  procedure  on  these  rules  shall  also  include  the  county 
transportation  committee  where  appropriate. 

(3)  All  references  made  in  these  rules  shall  maintain 
consistency  with  the  Uniform  Rules  of  Procedure  for  all  School 
Controversy  Contested  Cases  before  the  county  superintendent  of 
the  state  of  Montana. 

(4)  A  party  who  is  aggrieved  by  a  final  decision  in  a 
contested  case  before  the  county  superintendent  is  entitled  to 
appellate  review  by  administrative  appeal  to  the  state  superin- 
tendent. The  superintendent  of  public  instruction  shall  make 
his/her  decision  on  the  basis  of  the  record  established  at  the 
county  superintendent  hearing  and  upon  review  of  the  findings 
of  fact,  conclusions  of  law,  and  order  of  the  county  superin- 
tendent. (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.122  APPELLATE  PROCEDURE  -  NOTICE  OF  APPEAL  - 
FILING  (1)  An  appeal  shall  be  taken  by  filing  a  notice  of 
appeal  with  the  state  superintendent  of  public  instruction  and 
a  copy  of  such  notice  of  appeal  with  the  county  superintendent. 
Failure  of  any  party  to  take  any  step  other  than  the  timely 
filing  of  a  notice  of  appeal  does  not  affect  the  validity  of 
the  appeal  but  is  grounds  for  such  action  as  the  state  superin- 
tendent deems  appropriate,  which  may  include  dismissal  of  the 
appeal.  (History:  Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3) 
MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.123  APPELLATE  PROCEDURE  -  CONTENTS  OF  THE  NOTICE 

OF  APPEAL  (T)  The  appealing  party  shall  be  known  as  Appel- 
lant,  and  the  responding  party  shall  be  known  as  Respondent. 
When  a  party  appeals  to  the  state  superintendent  of  public 
instruction,  a  notice  of  appeal  shall  include: 

(a)  a  caption  setting  forth  the  name  of  the  state  super- 
intendent of  public  instruction; 

(b)  the  name  and  addresses  of  all  appropriate  parties; 

(c)  a  clear  and  concise  statement  of  the  matters  asserted 
on  appeal ; 

(d)  a  statement  indicating  that  appellant  has  a  contested 
case,  identifying  the  county  superintendent  from  which  the  ap- 
peal is  taken  and  whether  the  state  superintendent  has  proper 
jurisdiction; 

(e)  references  to  the  particular  sections  of  the  statutes 
and  rules  involved; 

(f)  the  signature  of  the  Petitioner  and/or  his/her  attor- 
ney; 

(g)  a  copy  of  the  findings  of  facts,  conclusions  of  law, 
and  order  of  the  county  superintendent.  (History:  Sec.  20-3- 
107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689, 
Eff.  9/17/82.) 

10.6.124  APPELLATE  PROCEDURE  -  TRANSMISSION  OF  RECORD 

(1)  Upon  receipt  of  the  notice  of  appeal  to  the  state 
superintendent  of  public  instruction,  the  county  superintendent 
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shall  transmit  the  record  from  his/her  Order.  The  record  shall 
contain  all  items  identified  in  Rule  18  of  the  Uniform  Rules  of 
School  Controversy  including  a  transcribed  transcript  of  the 
proceedings.  Such  records  shall  be  transmitted  to  the  state 
superintendent  within  30  days  upon  receipt  of  the  notice  of 
appeal  to  the  state  superintendent  unless  otherwise  ordered  By 
the  state  superintendent.  (History:  Sec.  20-3-107(3)  MCA;  IMP: 
Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p.  1689,  Eff.  9/17/82.) 

10.6.125  APPELLATE  PROCEDURE  -  STANDARD  OF  REVIEW 

(1)  The  state  superintendent  of  public  instruction  may 
use  the  standard  of  review  as  set  forth  below  and  shall  be 
confined  to  the  record  unless  otherwise  decided. 

(2)  In  cases  of  alleged  irregularities  in  procedure  be- 
fore the  county  superintendent  not  shown  on  the  record,  proof 
thereof  may  be  taken  by  the  state  superintendent. 

(3)  Upon  request,  the  state  superintendent  shall  hear 
oral  arguments  and  receive  written  briefs. 

(4)  The  state  superintendent  may  not  substitute  his 
judgment  for  that  of  the  county  superintendent  as  to  the  weight 
of  the  evidence  on  questions  of  fact.  The  state  superintendent 
may  affirm  the  decision  of  the  county  superintendent  or  remand 
the  case  for  further  proceedings  or  refuse  to  accept  the  appeal 
on  the  grounds  that  the  state  superintendent  fails  to  retain 
proper  jurisdiction  on  the  matter.  The  state  superintendent 
may  reverse  or  modify  the  decision  if  substantial  rights  of  the 
Appellant  have  been  prejudiced  because  the  findings  of  fact, 
conclusions  of  law  and  order  are: 

(a)  in  violation  of  constitutional  or  statutory  provi- 
sions; 

(b)  in  excess  of  the  statutory  authority  of  the  agency; 

(c)  made  upon  unlawful  procedure; 

(d)  affected  by  other  error  of  law; 

(e)  clearly  erroneous  in  view  of  the  reliable,  probative 
and  substantial  evidence  on  the  whole  record; 

(f)  arbitrary  or  capricious  or  characterized  by  abuse  of 
discretion  or  clearly  unwarranted  excercise  of  discretion; 

(g)  because  findings  of  fact  upon  issues  essential  to  the 
decision  were  not  made  although  requested.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  Eff.  9/17/82.) 

10.6.126  APPELLATE  PROCEDURE  -  COMMENCEMENT  OF  ACTION 

(1)  The  superintendent  of  public  instruction  may  require: 
affidavits,  verified  statements,  sworn  testimony  on  the  facts 
and  issues,  written  briefs  and  oral  arguments.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  Eff.  9/17/82.) 

10.6.127  APPELLATE  PROCEDURE  -  TIME  (1)  Appellant  shall 
appeal  from  the  Order  of  the  county  superintendent  of  schools 
to  the  state  superintendent  of  public  instruction  within  30 
days  after  the  rendering  of  such  Order  unless  the  time  is 
shortened  or  extended  by  an  Order  entered  by  the  state  super- 
intendent upon  good  cause  showing.   If  a  party  petitions  for  a 
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re-hearing  before  they  appeal  the  final  decision  to  the  state 
superintendent,  then  the  30-day  statute  of  limitations  shall  be 
tolled  until  a  final  decision  has  been  rendered  by  the  county 
superintendent . 

(2)  The  decision  of  the  superintendent  of  public  instruc- 
tion shall  be  rendered  within  90  days  after  the  case  has  been 
deemed  submitted  by  the  state  superintendent.  Parties  shall  be 
notified  by  the  state  superintendent  of  cases  requiring  ad- 
ditional time  who  shall  by  affidavit  attest  to  the  additional 
time  required. 

(3)  Special  Education.  The  state  superintendent  shall 
insure  that,  no  later  than  30  days  after  the  receipt  of  a 
request  for  a  review,  a  final  decision  and  order  is  reached  in 
the  review  and  a  copy  of  the  decision  and  order  is  mailed  to 
each  of  the  parties.  The  state  superintendent  may  grant  speci- 
fic extensions  of  time  beyond  the  period  set  out  beyond  30  days 
upon  the  request  of  either  party  and/or  the  state  superinten- 
dent upon  the  stipulation  of  both  parties.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  Eff.  9/17/82.) 

10.6.128  APPELLATE  PROCEDURE  -  DECISION  (1)  The  deci- 
sion and  order  of  the  superintendent  of  public  instruction 
shall  be  final,  subject  to  the  proper  legal  remedies  in  the 
state/ federal  courts.  Such  proceedings  shall  be  commenced  no 
later  than  60  days  after  the  date  of  the  decision  and  order  of 
the  state  superintendent  of  public  instruction.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  Eff.  9/17/82. ) 

10.6.129  APPELLATE  PROCEDURE  -  FAILURE  TO  COMPLY  WITH 
THESE  RULES  (1)  Every  party  to  a  controversy  shall  comply  with 
these  rules  of  procedure.  Failure  of  one  party  to  do  what  is 
required  and  which  substantially  prejudices  the  proceedings  is 
cause  for  dismissal  or  reversal  as  appropriate.  (History:  Sec. 
20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW,  1982  MAR  p. 
1689,  Eff.  9/17/82. ) 

10.6.130  APPELLATE  PROCEDURE  (1)  The  state  superinten- 
dent may  upon  agreement  of  all  parties  conduct  oral  argument  by 
means  of  telecommunication  or  teleconferencing  methods.  (His- 
tory: Sec.  20-3-107(3)  MCA;  IMP:  Sec.  20-3-107(3)  MCA;  NEW, 
1982  MAR  p.  1689,  Eff.  9/17/82.) 
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